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1.1

Introduction to the Principal Toolbox

Principal Toolbox offers a powerful set of tools for the management of your projects, programmes and
portfolios. PRINCE2™ support for projects is offered in project models and in the way processes are
supported by the Principal Toolbox by default. Customising Principal Toolbox to follow the processes
of your own organisation is easily accomplished.

This manual offers a comprehensive guide explaining how to use the Principal Toolbox. In
the application itself the help is available in the right top location. You can access the help
by clicking the 'Help' link located in the right-hand top of the main page. This will open the
help pages available online (not integrated within the Principal Toolbox).

The complete manual is available in PDF format for download as well: Download User Manual as a
PDF file

Note: This manual is to support release 7.5. Where applicable, notes about the required version
is stated.

Older versions of the manual (English) can be found below:

55 |Manual
6.0 |Manual
6.5 |Manual
7.0 |Manual

Structure of Principal Toolbox
The projects within the Principal Toolbox are organised in a hierarchical structure. This structure is

configured and used within the project side of the Principal Toolbox. The picture below shows how a
hierarchy can be build to host programmes and projects.

[ Enterprise J

{ Portfolio 1 J7

Project 1 Project 2 Project ...

h
Example of an Enterprise Hierarchy. Each organisation will have a unique representation of their programmes and projects.

This structure can be changed to fit your organisation's needs. The highest level is called the
‘enterprise level'. At this level, folders can be added to represent entities within your organisation.

The folders can be any of the following types:
e Work area: can contain work areas, programmes and project lists
e Programme: can contain work areas, programmes, project lists and projects
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e Project list:  can only contain projects

By choosing the right type of folders, the actual structure of for example business units, programmes
and projects within your organisation can be reflected in the Principal Toolbox. The enterprise
hierarchy aids in keeping an overview of all programmes and projects run throughout the organisation.

The same projects that have been fit in with this hierarchy that reflects the organisational structure,
can also be made part of a portfolio. Portfolios are manages in a separate area within the Principal
Toolbox, and this functionality is provided by an add-on module (Portfolio Management add-on| 341).

The illustration below shows how Project Management and Portfolio Management work together:

= Projectidea

= Single Sheet Project

@ = (Prince2) Project

1.2 Hardware and Software requirements

The following hardware and software requirements for client computers must be in place for using
Principal Toolbox.

Requirements for general use:

Memory 1 GB or more
Browser Microsoft Internet Explorer 9 or later, FireFox or Google Chrome?l: 2
Display Resolution 1024x768 or higher

Requirements for using reports and exports:

Software Microsoft Office 2007 or later 3

Software Adobe Acrobat Reader

If you experience problems while accessing the Principal Toolbox, please verify security settings!| " of
your browser.

1. Be sure there are no script blocking security settings or script blocking firewalls active.
2. Other browsers are supported based on best effort, issues may exist.
3. For working with automated reports in Excel, the template needs permission to execute macro's. Excel 2003 is only supported using the old
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1.3

1.4

reporting template. Reports based on the new report template (as of release 6.5) require Excel 2007 or later. This new report template supports
Office for Mac as well.

Required Internet Explorer Security settings

The Principal Toolbox is completely web-based. This means it runs in your internet browser. Below you
will find a table with the required security settings of the appropriate Internet Explorer security zone
used by Principal Toolbox. In Internet Explorer go to Tools > Internet Options, select the Security tab
and choose custom level to change the settings.

ActiveX controls and plug-ins

Initialize and script ActiveX controls not marked as Enable Script errors on different pages occurs when
safe for scripting disabled.

Downloads
Automatic prompting for file downloads Enable Functions like pack project offline can't offer to

download the offline project.

File download Enable When disabled, automated reports and documents
can't be downloaded.

Miscellaneous

Use Pop-up Blocker Disabled Internet Explorer blocks the "Edit name for new item"
dialog after adding the first product on the Edit project
plan page when enabled. On maximum security this
includes all pop-up windows, even those that provide
necessary functionality such as the calendar pop-up
for choosing a date, the help window, and more.

Allow META REFRESH Enable Internet Explorer window stays blank after login when
disabled
Allow websites to open windows without address or | Enable Internet Explorer will display a grey address bar in all
status bars pop-ups when disabled
Submit non-encrypted form data Enable When disabled, Internet Explorer can't update
changes in text fields.
Scripting
Active scripting Enable Login button on login screen does not react. Drag and
drop in Edit Project Plan window won't work when
disabled
User Authentication
Logon Automatic for logon When Single Sign On is enabled, this setting allows
only in Intranet zone to sent username and password over the intranet

Other problems might be related to the use of virus scanners, firewalls or browser add-ons, like the
Google toolbar which also has pop-up or script blocking. Consult your software documentation on
those products for details on how to configure them to allow pop-up windows and scripts from the
Principal Toolbox.

Navigation
The Principal Toolbox is a web-based application in which navigation works the same way you are
used to on the internet. You perform actions by clicking with your mouse button or by clicking
hyperlinks on the page.

Note: As of release 6.1+ the browsers 'Back’ button may be used as well.
Navigating through Principal Toolbox is done by using the dark blue header within your browser
window. 'Project management' is the highest level in the hierarchy for your organisation's programme

and project tree. From there, you can navigate down the branches of the tree to locate your projects.

On your home page, accessible through the 'Home' link in the dark blue header, you will find all
projects, products and log items you are connected to. This way, you can quickly locate your projects
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1.5

and items you have to work on.

Throughout the application, except on your homepage, you will find the so-called bread crumbs that
show you where you are in the programme and project tree. Click the bread crumbs anywhere higher
up in the hierarchy to navigate to that location.

.
ﬁ Projectmanagement Enterpri Agile Pr. Search [ ] Ad Supley Help Setup
FORTES® | |

Project: Agile Project

Edit Members Edit Widgets

Dashboard Properties ~ Task Board Planning Resource Management ~ Documents Reports

. E o Product Checklist
Sprint= = © .
Priftss 5 = = i Name Apr2014 May 2014 Jun 2014 i 2014 Aug 2014 Sep 201¢
gle::g B 317 14 21 28 5 12 1926 2 9 16 23 30 7. 14 21. 28 4 11 18 25 1 8 15 A
e %,m ic_|_§ - Agile Project "
ES:Planmng ﬂ";t;’ | Presmoiect -
E, .. Ta rds
SAgility 5 @ - Startup : X
w 3 | Feasiiity _1._
- Foundation
3~ Exploration & Engineering
Logs semble backiog _L
. st sprint (Walking skeleton) ey
New  Total v . Sprint planning +
" I | User story —
Issue oy
m J Work item 1 I
—
@RISK Iog Work item 2
Workitem 3 —
——
(@ Quality review log elease 0.1
v i Reftrospective
([©)change log * Intermediate sprints -
i~ Sprint planning -
(B)paily / Action log - User story ————
v
i b Workitem 1 —
(D)Lessons learned log < — > < 5

(M)minutes of meetings

Project Dashboard; bread crumbs

Logging on

Before you can log on to Principal Toolbox, the system administrator must first create a user name for
you. After this has been done, you can log on using the following steps.

Note: Some organisations have so-called single sign-on configuration. In this case, you are
logged on automatically with your organisational account.

1. Start up Internet explorer and navigate to the Principal Toolbox homepage. The internet address is
found in the email that you have received from your administrator. The user name and password are
also found in this email.

2. The log on window is shown.

3. Fill in your user name and password and click OK. The Principal Toolbox will open with your
homepage.
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2.1

m‘ Quick Reference Cards
FOR J Es Download nu de laatste QRC's van de Support Portal

Username

Expert training

Schrijf u in voor de Principal Toolbox Expert Training

Password

Webinar

Batenmanagement - dat doe je zo!
License: Webinar
Version: 7.0.0.0 (8270)
@ Fortes Solutions B.W.

Basics Principal Toolbox

Home page

On the home page you are able to see all programmes and projects you have a role/part in, as well as
products, log items (including issues, risks, etc.) that have been assigned to you. After logging on to
the Principal Toolbox you will be directed to your home page.
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-
FoBTEs .@ ﬁ Go to Search [a] Rob van Noortsingel Help Setup

Customist Customise Home Page Edit Widgets Q

Home My Time Sheets

Welcome to Release 7.5 Set Title [‘ Documents to be approved by me
This is release 7.5 of Principal Toolbox and it will be available as of November 1st 2014 | This release From Document Due date
contains many imp! throughout the Maost notable are the following new features:
2015
+ Rich text editing for memo fields (configurable). Rob van Noortsinge! Biank_Issue_Log.wmv 13-Mar-2015 Open
« Project selection within portfolic management including scenario planning.
- Order administration within the new project planning model/projects.
. Usability on the project planning (keep collapse state and scroll pasition).
« Keep detailed activity planning on breakdown items/
« Required fields on custom page layouts.
- Mobile app allows to provide editing and submitting ime sheets (app will be available in app
stores (iOS and Android) as of November 1st).
. New widgets, e.g. the benefits map editor within benefits management
« Security improvements.
« Many more smaller improvements.
This is not the final release and some small modifications are still worked an. If you notice anything wrong
we appreciate informing us via support@fortes.nl. Compliments about the new release are appreciated as
well!
My Portfolios * All portfolios View
el Status. Portfolio Manager(s)
COLLABORATION [ ] Bob Hotho, Gabor Vis van
The goal of the collaboration programme is to standardise our way of working and find strategic ngg’r"“:“n Rﬂ“" van
partnerships within the telecommunication branch @
My Custom Dashboards * Dashboard View
My Projects Dashboard View
el Current Stage Progress General Project Manager(s)
Agile Project Exploration & Engineering | | [ ] Ad Supley, Rob van Neortsingel
Apollo 1.0 Opstarten van een Project [l ® Rob van Moortsingel
Website re-design Exploration & Engineering [ ] [ ) Ad Supley, Rob van Noortsingel
Wireless network connectivity Fase 3: Feasabiity [ | [] Wonny Smits
My Work Packages * My Work Packages View
My Products Vs * My Products View
Name Project Owner Reviewer Participants Start Draft Checked  Final
422 Review Wireless netwark connectivity Rob van Noortsingel — 28Jun2015
5.2 Gereed zeften implementatie Wireless network connectivity Rob van Noortsingel — 16Jul2015 - 16-Jul-2015
acceptatieomgeving
My Actions * My Actions View My Issues * My Issues View
My Risks * My Risks View My Quality reviews * My Reviews View

My Changes *My Changes \iew
Home page

1. Area for general information and widgets.

2. Products/documents to be approved (add-on Advanced Customisation & Workflow)
3. Time sheets to be filled in and/or approved (add-on Time sheets)

4. All portfolio's (add-on), programmes and projects you have a role in.

5. All products, issues, risks, quality reviews, actions and changes assigned to you.

Configuring your home page
To configure the layout of your personal home page, click the button Customise Home Page. The
opened window gives you the possibility to select:

¢ Which portfolios (add-on) should be displayed.
e Which programmes should be displayed.

¢ Which projects should be displayed.

e How to display the products.

e How to display the log items.
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Customise home page Ve Close

Portfolio Section: Do not show portfolics on my home page
# Show portfolios of which | am a manager
Show portfolios of which | am a member or a manager

Custom Dashboards Do not show custom dashboards on my home page
Section: # Show custom dashboards of which | am an owner or manager
Show custom dashboards of which | am a member (includes my role as a dashboard owner)

Programmes Section: Do not show programmes on my home page
Show programmes of which | am a programme manager (includes view selector)
# Show programmes of which | am a member or a manager

Projects Section: Do not show projects on my home page
Show projects of which | am a manager
# Show projects of which | am a member (includes my role as a project manager)

Workpackage Section: Do not show work packages on my home page
# Show work packages of which | am an ownerireviewsr/participant (includes view selectors)

Products Section: Do not show preducts on my home page
= Show products of which | am an owner/reviewer/participant (includes view selectors)

Activities Section: # Do not show activities on my home page
Show activities of which | am a participant

Logs Section: Do not show logs on my home page
Show logs using full width of which | am an owner (includes view selectors)
* Show logs using half width of which | am an owner (includes view selectors)

Editing Home page settings

Tabs shown on your home page

Your home page displays several tabs. Depending on your organisation's license some tabs might not
be available. Here you can see:

e Approve Hours shows all hours from other users you should approve or disapprove.

o My Time Sheets shows all your time sheets when time registration is turned on.

2.2  Project management dashboard

The Project management dashboard is the highest level in the programme and project tree. The
Project Management dashboard is accessible through the link (dropdown) in the blue header.

On the Project management dashboard you are able to reach all programmes within the organisation
and you are able to get information regarding the progress of programmes as judged by the
programme manager.
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FOBTES w’ @“ Projectmanagement

Projectmanagement

Dashboard Documents & Knowledge Models Archive

1l2 Automated Reports V4
B Frokectist

B rroject isting 2

il. Reports
Programmes / Project lists
Projects
Products / Plan tems
Issues

Risks

Quality reviews
Changes

Actions

Lessons learned
Orders

System Resources
Cost/Hour Entries
Dependencies
Project Resources

Entries

1l. Timeline Reports

Entries

Welcome to the project and program management location SetThe &

Here you can acees all programmes and project within your organisation

It 3lso provides the CpportuNty to create an overall report in this information.

Programmes / Project lists
% Status

Collaboration [
Programme: Collaboration

Operational Excellence 3
Programme: Operational Excellence

Search la] Rob van Noortsingel Help Setup

Edit Members

4  Move  Archive  *Allprogrammes View ~

Programme Manager

Ruud Peizer

Etienne Krame
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FGBTESQ‘\ ® Proj=ctmanzgemant

Projectmanagement

Seare

BEdil Pruperlas

Das ~boad Documets & HKnowdsdge Mloed 5 Archive

15 Automated Reporns
B Fopctiz

u Prujecl Fsling 2

Walcoma to the project and program management location

— @ K,

FTQramTes: § Pro et llzis
Fojecs

Froducs TFlan tems
SELES

Fisikes

e TET ) TR
Sharges

Achons

_agsune lwaad
=3

S e Tesouroes
Lanatdllzur | nees
Deieide cigs
TrojerT Resturesa

=-tries
il. Timelinz Repons
= lrig

Enterprise dashboard

1. Tab pages

He"3 06U CEN 30362 &l programmes end projest wihin y our srganesticn

17 aleo provides The opporiunly B2 creste 3n oweral report 'nihe Infomation.

Programmes | Preject lists

-
»

Colaboratlion
Progremne Cnlshorabon

O perativnal Exvellznue
I'rogremme Cporabenal Essclicnee

IProgram me Mancger

Ruid Fetzar

Esermez Fiaime

The tab pages are standardized on the enterprise dashboard. The name of the tab page indicates

the content of the page.
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- Dashboard :  This is the main (default) page.

- Documents & Knowledge : A folder structure can be created here where files of any format
can be stored and shared.

- Lessons Learned . This tab shows all lessons learned from all underlying_grojects
(only visible when configured, see Principal Toolbox|23
configuration).

- Models . An overview of the project models on the enterprise level.

- Archive . Archived work areas / programmes / project lists and project

2.3

models on the enterprise level.
2. Area for customisation and widgets.

3. Programme listing
A list of all work areas / programmes and project lists on this level. Shown behind each
programme name is a RAG indicator which indicates the status of the programme and the
manager’s name.

4. Reports
This area is shown if you have either a manager role or a reader role on this level. Reports give
you access to views (tables) concerning all programmes, projects, products etc. within all project
within the database.

Functions at project management level

Within the project management level, buttons are available so you can edit user roles on the
Enterprise dashboard (‘Edit members’), edit the text and the image on the dashboard (‘Edit’), add and
edit widgets ('Edit Widgets'), send an e-mail, print the current page and search the entire database.

Programme dashboard

The programme dashboard provides you with an overview of all sub-programmes and projects within
the respective programme.
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Collabo.

Search a

Unified

FOBTESQ ﬁ Projectmanagement

Rob van Neortsingel Help

Project list: Unified Communications Edit Properties Edit Members Edit Widgets
Dashboard ~ Properties = Ganit & Dependencies  Documents & Knowledge | Models  Archive
i=Logs . .
g to the Sub-P Unified ¢ SThe |
[ tssuelog
e @ "k g @
[A] Daily / Action log &"
Below you find all UG Projects
1l2 Automated Reports e
il. Reports Projects Import Export Move Model Archive Dashboard View
Programmes / Project lists B Current Stage Progress General  Project Manager(s)
Projects Audioconferencing Fase 6: Closure ] Y Dick Kriets
Products / Plan ltems Extranet | DMZ - Fase 1 Fase 5: Deployment / Rollout n Y Vonny Smits
e Extranet | DMZ - Fase 2 Fase 2: [deas ) Etienne Krame
Risks
Identity & Access Management Fase 2: [deas ) Edwin Rombesk
Quality reviews
Local area network connectivity Fase 4: Build / Test [ | [ ]
Changes
Test nieuw project Opstartfase [ ] ) Albert Swank
Actions
Videoconfersncing Fase 4: Guid / Test L] Kai Waningen
Lessaons learned
Webconferzncing Fase 4: Guid / Test L] Erik Aalbersberg
Orders
Website re-design Explortion & Engineering L] Ad Supley, Rob van
Cost/Hour Entries Neortsingel
Dependencies Wireless network connectivity ~ Fase 3. Feasabilty [ | o Vionny Smits
Project Resources
Project Models Import Export Archive
Entries
Name * Objective Owner(s)

1l. Timeline Reports

Entries

Programme dashboard

1. Tabs

Standard Prince2 2009 Project Wodel

Project model for larger andlor complex projects

The tabs are standard for each programme. The name of the tab indicates the content of the
page. Depending on your organisation's license some tabs might not be available.

- Dashboard

- Properties

- Gantt & Dependencies

- Documents & Knowledge :
- Models :
- Archive

The main and default page of the programme.

An overview of the programme properties and history.
Graphical representation of all projects within the programme.
Archive of important documents and/or useful best-practices.
An overview of the project models within the programme.
Archived projects and project models within the programme.

Area for customisations and widgets.

List of projects (and programmes when applicable)

Gives an overview of the projects within this programme. A number of figures are presented that
enable you to get an overview of the project status. The traffic lights used for the planning, hours
and costs are defined by the tolerances| %1 set by the programme manager.

List of available project models
Gives an overview of the project models available within this programme.

Logs

On programme level the following logs are available for use; issue, risk and daily/action log. A
counter is displayed for each log indicating the number of items there are for each log and if there
are new items. The log is selected by clicking the name of the log.

Report
Creation of reports/views about all projects and products within this programme.
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2.4

Functions at programme level

Here you can make the ‘Programme dashboard’ available to users| 18" (‘Edit members’), change the
text and the logo of the dashboard (‘Edit Properties’), send an e-mail, print the current page, use the
search function. The programme manager can also setup the tolerances| e’ for the planning, hours
and costs of all projects with this programme by using the ‘Edit Tolerances’ button. Finally, the 'Edit
Widgets' buttons allows administrators to define the set of widgets 2151 available to the programme.

Permissions and roles

Authorisation model

The Principal Toolbox allows for two types of users:

1. Administrators, who get access to everything everywhere

2. Users, who get access to entities and areas within the Principal Toolbox by assigning them roles

The roles that are assigned to a user determine what access the user has. Access can be restricted to
various actions, like getting read-only access or allowing full access including removing items. A user
can be assigned multiple roles at the same time. Below follows an overview of the various roles and
the access rights associated with them.

Note: On security-enabled locations that have no security set, ALL users have access. Please
keep this in mind if you do not want users to access such locations.

Roles on project management, work areas, programmes, and project lists

Enterprise Manager ¢ Create and archive programmes on the enterprise
(enterprise = highest level in the dashboard
project/programme hierarchy)

e Assign programme manager(s) to a new programme

e Assign programme reader(s) to a new programme

e Manage roles at the enterprise level

e Access information of all programmes and projects

o Modify picture and text on enterprise dashboard
Enterprise Support ¢ |dentical access rights as the Enterprise Manager
Enterprise Reader e Access information of all programmes and projects
Work area / programme / project list ¢ Create, move and archive projects and project models
Manager and o on assigned level
Work area / programme / project list e Create, move and archive sub-programmes
Support e Remove and restore archived projects, project models

on assigned level

e Assign project manager to a new project

e Manage roles (managers and readers) of assigned level

o Create, edit and remove issues, documents, risk’s etc.
within assigned level

e Read all information within own and underlying levels

o Set tolerances for the projects within assigned
programme / project list

o Modify layout of programme / project list dashboard

Work area / programme / project list

Reader ¢ Read all information within own and underlying levels

Roles on portfolio management

Portfolio Management Manager ¢ Create and archive portfolios
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Assign managers and readers to individual portfolios
Manage roles at all levels within the portfolios

Access to all portfolios and their data

Create and archive portfolio items within portfolios
Administer portfolio models

Remove and restore archived portfolio items

Assign a project manager when starting a project from a
portfolio item

e Changing the portfolio dashboard layout

Portfolio Management Reader ¢ Read access to all data within the assigned level
Portfolio Management Members e Can be assigned to individual portfolios as readers or
managers

Note: before being granted access to portfolios,
users first have to be a member of Portfolio
Management

Roles within portfolio's

Portfolio Manager e Create and archive portfolio items

Assign managers, readers and members as owner to
individual portfolio items

Access to all portfolios and their data

Create and archive portfolio items within portfolio
Remove and restore archived portfolio items

Assign a project manager when starting a project from a
portfolio item

e Changing the portfolio dashboard layout

Portfolio Reader ¢ Read access to all data within the assigned level

Portfolio Members (available as of e Can be assigned to individual portfolio items as owner

release 7.0) Note: before being granted access to portfolios,
users first have to be a member of Portfolio
Management

Roles on portfolio item (available as of release 7.0)

Owner e Add documents to a portfolio item
¢ Editing all portfolio item specific and custom fields

Roles within custom dashboards (previously known as portfolio dashboards)

Dashboard owner e Can set the dashboard filter and modify the portfolio
dashboard (views, reports etc.).

Note: The viewing permissions of the dashboard
owner are used to identify the list of projects for the
portfolio dashboard.

A common scenario is to have the dashboard owner
someone that coordinates the portfolio management
setup, or an administrator. By setting the correct
dashboard filter, other users can see the information they
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need.
Dashboard manager Dashboard managers cannot alter the dashboard filter but

otherwise have full permission (except to edit project
information as a portfolio dashboard is used for viewing/
reporting). Dashboard managers are allowed to create
views, reports etc.

Dashboard reader Dashboard readers only have viewing access to the
portfolio dashboard but cannot define additional reports.

Roles within projects

Project Manager and Project Support Manage all information within own project
Edit project plan, planning, logs, etc.

Edit project team

Set the general status of own project

Modify lay-out project dashboard

Project Board members
(Executive, Senior User, Senior Read all information within a project
Supplier) e Add issues to the issue log

Team member ¢ Read all information within a project, except project
costs information.

e Add issues to the issue log

Roles on products / plan items

Owner ¢ Add deliverables (documents) to a product

e Add new log items (issues, risks, changes, actions,
quality reviews) related to the product.

e Editing all product specific and custom fields

Reviewer ¢ Add deliverables (documents) to a product

e Add new log items (issues, risks, changes, actions,
quality reviews) related to the product.
e Editing all product specific and custom fields

Participant e Add new issues related to the product.

Roles on logs (issues, risks, changes, actions, quality reviews)

Owner e Change all information in a log item

¢ Assign the log item to another project team member
Creator e Change all information in a log item

¢ Assign the log item to another project team member
Project Manager and Project Support e Change all information in a log item

¢ Assign the log item to another project team member

Roles within Resource Allocation
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Resource Allocation Manager Has the following rights on all Resource Pools:
Assign users to resource pools

Remove users from resource pools
Changing properties of resource pools
Managing the Non-project Activity Sets
Defining resource availability

Allocating project and non-project work

Resource Allocation Reader Has the following rights on all Resource Pools:

e Access to all resource pools

e Reader access to all allocation requests, time
allocations, and availability data

Resource Allocation Members e Can be assigned as managers or readers to one or
more resource pools

Note: before assigning users as managers or readers to a

resource pool, they first have to be listed as a Resource

Allocation Member.

Resource Pool Manager e Assigning and removing users from the resource pool
e Changing properties of the resource pool

¢ Assigning and removing Non-project Activity Sets from
the resource pool

¢ Defining resource availability

¢ Allocating hours against projects and non-project
activities

Resource Pool Reader ¢ Read access to the resource pool

e This includes read access to all allocation requests,
time allocations and availability data on the applicable
resource pool

Roles within Time Entry

Time Entry Coordinators Has the following rights within all Time Registration
groups:

e Assigning and removing users from the Time
Registration groups

Changing properties of Time Registration groups
Managing Non-project Activity Sets

Creating and changing Time Registration configurations
Reading and modifying of the time sheets of all users

Time Entry Readers Has the following rights within all Time Registration
groups:

e Access to all Time Registration groups

¢ Read-only access to the time sheets of all users

Time Entry Members e Can be assigned access to one or more of the Time
Registration groups
Note: before assigning users as managers or readers
to a Time Registration group, they first have to be
listed as a Time Entry member

Group Manager and Group Support

Assigning and removing users from the applicable Time
Registration group

Modifying properties of the Time Registration group
Managing Non-project Activities associated with the
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2.5

2.6

Time Registration group

Registration group

¢ Modifying time sheets of all members of the Time

Group Reader

e Read access to the Timer Registration group
e This includes read access to the time sheets of all the
members of the Time Registration group

Entering and changing data

To enter and change data, you will always have to click the Edit button. If you have the user rights to
edit data and the page contains editable fields, you will always find this button on the page you are at.

When creating new log items, like issues, risks etcetera, you will directly enter the editing mode, so
you won't have to click edit.

RAG indicators (traffic lights)

On dashboards of work areas, programmes and project lists, and on your home page, the status of
projects is shown with RAG indicators. These indicate the actual status on a programme, project, or

product.

The red, amber and green indicators are used in respect to the status of the enterprise, programme, or

the project.

For projects, indicators are shown for:

- General status :
- Planning status:
- Cost status

- Hours status

status.
products overdue.
expected costs from the budget.

expected spent hours from the budget.

Set manually by the project manager to give the general opinion about project
Based on the tolerances of the programme / project list. Uses the number of
Based on the tolerances of the programme / project list. Uses the deviation of

Based on the tolerances of the programme / project list. Uses the deviation of

o - Major deviation from the plan on costs, hours or planning.
(red) - Based on the tolerances set.
@ - Minor deviation from the plan on costs, hours or planning.
(amber) |- Based on the tolerances set.
] - No deviation from the plan on costs, hours or planning.
(green) - Based on the tolerances set.

The tolerances on the programme / project list can be defined by the programme manager at the
dashboard of that level. These tolerances can be set in percentages or in absolute numbers.
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2.7

o
FOBTES '.1‘ a® Projectmanagement Collabo.. Unified Search (2] Rob van Noortsingel Help Setup

Project list: Unified Communications Edit Properties Edit Members Edit Tolerances EditWidgets

Dashboard Properties Gantt & Dependencies Documents & Knowledge Models Archive

i= Logs
[0 Issuelog

[’] Risklog 1

Welcome to the Sub-Programme: Unified Communications! SetTie /'

Daily / Action log

ipcjetis Th

Below yo
1l2 Automated Reports Va
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1l. Reports Projec s T
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Actions . . Y N . B
Videoct . . . . . .
Lessons leamed n n o n o o
Webcor _ - _ B
Orders
Website re-design Exploration & Engineering | | [ ] Ad Supley, Rob van
Cost/Hour Entries Noortsingel
Pz Wireless network connectivity ~ Fase 3: Feasability || ® Vonny Smits
Project Resources
Project Models Import Export Archive
Entries
Name * Objective Owner(s)
1l. Timeline Reports Standard Prince2 2008 Project Model Project model for larger andlor complex projects
Entries

Tolerances can be set on the programme level

The use of indicators within projects is explained in the previous section|es). For setting the tolerances
in a programme or project list see: Setting tolerances! 9

Views

Throughout Principal Toolbox, views are available to present information in a tabular form. On all
organisational levels (e.g. enterprise, programmes, project lists) and within projects (on all logs and
the ‘Plan’ and ‘Report’ tab) views are used.

The Principal Toolbox contains predefined views that are generally useful, but it is also possible to
define your own views for your personal purposes. All views can be used for monitoring progress or in
automated reports 20,

Projects Hew Import Export Move Model Archive Dashboard View

Dashboard

- Current Stage Progress General  Project Manager(s) Status Overview

Audioconferencing Fase 6: Closure B ® Dick Kriets

Use the drop-down list as shown in the picture above to select available views. With the View Options
drop-down menu you can define your own view and set options for views.

Note: on the Reports tab, you can choose the object you want to see information about in your
project: Products, Cost/hour entries and Resource assignments are options.

Note: Resource assignments are only available when the add-on Resource Allocation 141 is
available within your organisation.

The different options in the View Options menu are:
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Set filter . Define a filter to make a selection of the shown products / issues / etc.
Set columns : Add or remove columns from the view.
Set widths :  Set the column width, so the view fits better on screen or in a report.
Advanced . e Define calculations on certain columns.
e Show or hide column names
Make default : This sets a view to the personal default.
Save view :  Save the view for later use.
Manage views : Set properties for the view. You find more information at ‘Manage views| 2s .

Note that on some pages not all functions are available for use. The following example illustrates how
to define a view on the ‘Report’ tab. The view will show all finished products and totals of budgeted and
actual hours and costs.

1. Go to the ‘Report’ tab.
2. In this example we will add a filter that shows all finished products in

the project. Since we want to see a list of products, we choose
Products in the left hand side of the window.

Dashboard View
3. Click Set Filter in the View Options menu. Set Filter
To select finished products set the field ‘Final Status’ to ‘true’. After St Columns
clicking OK you get a view of the selected, finished products. Set Widths

Chart Options

4. With Set Columns you can add and remove columns from the view.

Advanced
e To add columns to the view, select them on the left side in Viake Default
column "All fields'. Click the >> button to add the columns. S View
e To remove columns from the view, select them on the right Manage Views

hand side and click << to remove.
e Set the order of columns with the up and down buttons.

You can also set the Sorting order of the view. The field ‘Complete
list’ will show you either 50 results per page or the entire list on one

page.

5. Change the column widths with the Set Widths option. Drag the line
between columns to increase or decrease the column size.

Note: If you would like to use your ‘own’ views for reporting you
will have to take into account the maximum width of a page. The
columns may not be wider than the portrait or landscape headers.
Otherwise the table will be too wide for the page.

How to create your own report templates is described in the
section Automated Reports [of),

Note: the bars for portrait and landscape are of approximate size.
Check the result in your reports.

6. To show totals of numerical fields click the ‘Advanced’ option, and
select the columns for which you would like to know the totals. Click
OK.

7. If you want to save the newly defined view you need to save it with
Save View. To overwrite an existing view you saved before, select
the name of this view at the Existing view pull down list. To create a
new view enter the new name at ‘New view'. Click Save to save the
view.

8. Select personal, local or global. See manage views for more
information.
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2.8

9. With the ‘Make Default’ option a specific view can be set to the
personal default view on that page

10.With the button ‘Manage Views' the views available can be
managed. See Managing views.| 251

Tip: If you define a (new) view as standard with the ‘Make Default’ button, the view will be shown
when opening that tab.

Manage views

Within the Principal Toolbox all users are able to define (personal) views of the information presented
on the different report pages.

As already explained in the previous section, views can be defined on the different levels (e.g.
enterprise, programme), on all logs and on the ‘Plan’ and ‘Report’ tab.

With the Manage Views option, which is available on all mentioned pages, you can manage these
views.

Dashboard View

| Set Filter
Set Columns
| Set Widths
Chart Opfions
Advanced
Make Default
Save View

Manage Views

1. Go to a page where views can be defined and click Manage Views.

2. A window will pop-up which lists all available views for this page. This window shows all available
views.

Built-in views . Predefined views which are standard within the Principal Toolbox.
Global views . Global views defined by the organisation.
Local and personal views : Project or user specific views

The settings for the global views can be modified by the system administrator. The settings for the
local and personal views can be modified by the user who has created the view and the system
administrator.
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Manage Views Close

@ Manage the list of available views. The following view types exist:
- Global: Views can be used by everyone, everywhere. Only system administrators can adapt these views.
- Local: Views can be used by everyone on this location. System administrators and codrdinatoren can adapt these views.
- Personal: Only you can use and adapt these views. Views are available everywhere.

Personal Views Remove Export Import
Mame Remarks by Owner Creator Publizshed Hidden

Local Views Remove Export
MName Remarks by Owner Creator Publizshed Hidden

Global Views Remove Export
Name Remarks by Owner Creator Published  Hidden
Dashboard Liza Marie van Esch 23-Sep-2010 -

Builtin Views

Name Remarks by Owner Hidden
All projects v
List of views

3. To modify a view, click the name of the specific view. The built-in views can be hidden from the
users of the Principal Toolbox (helpful for views defined only for reporting purposes). To do so click
the specific view and place the tick mark.

4. General and local and personal views have some more options that can be defined;

Name . To change the name of the view.

Remarks : Add remarks to the specific view.

Hidden : Makes a view not visible in the pull-down menu. The view is still available for the
automated reports.

Type . Select availability for the view:

Global: view is available on all locations (all levels) and for all users.

Local: view is available on the specific location only (e.g. this project only), but for
all users that have access to the location.

Personal: view is available for the current user only but on all location (all levels).

View Details Save Cancel
MName: Dashboard Creator: Liza Marie van Esch

Remarks by Owner:

Hidden: O

Type: Global -

Global
Local
Personal

Adding a new view
5. Furthermore, you are able to import and export views. To export a particular view click the 'Export'
button and save the view to your desktop location. To import this view again click the ‘Import’ button

on the 'Manage views' page and select the *.ptv file. This view will be added as a personal and local
view. Using the buttons as described above the type of view can be changed.

Remove Export Import
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2.9

2.10

2.11

6. To remove views from the Principal Toolbox use the remove button.
Document management

Within the Principal Toolbox you can store documents at various locations. Principal Toolbox will keep
the document in the database, so they will be available to all users with access to the document in the
Principal Toolbox. It is possible to overwrite older versions with newer ones. The Principal Toolbox will
keep the old versions in storage. These will remain available for the manager of the particular level in
the tool.

Note: As of release 6.5 it is possible to drag and drop documents from your local computer onto
document lists within the Principal Toolbox

On top of that, it is possible to put an approval cycle on deliverables and/or documents with the
add-on ‘Advanced Customisation & Workflow’. See Document management and approval| ¢8 for more
information about storing documents in Principal Toolbox.

Email function

From almost any page in Principal Toolbox you can create email messages. These messages will
automatically be addressed to the relevant team members, or e.g. the owner of log items etc. The
message itself will contain summarised info about the page you created it from, and a hyperlink to the
page in Principal Toolbox.

1. Click the email button, in the upper

r|ght hand corner Of a Speciﬁc page. Il Product 422 Review Edt  ChangePictwe  Close  EditWidgets
th|S example a hew issue iS Created on General Logs = Dependencies  Cosis& Hours  Resource Demand
the Apollo project and we want to o
inform the members of the new issue. e D esoann

O checked:

2. A new page will appear with a short -
description of the item (in this case: e o Panmg s o
issue 12). You can select the project
members you wish to notify. These can gy
be inserted manually or by clicking TO, ™ g cese e sostcaton eanas
CC or BCC. Click on Sandema\l wnenynuarevaad

‘The Principal toolbex will send the e-mail 1o the selected e-mail addresses.

Duration In Working Days: 100

Edit information to send

3. Check the default contents of the
message. You can make changestoit = et
as you wish. Be careful to let the e
hyperlink intact, since this is very
helpful to the recipient(s).

/ has changed. Please review the changes and take appropriate action.

Link: hitps://customerprincipaltoolbox.com/Logini142102

4. When finished, click Send e-mail and
the mail is sent to the recipients.

This e-mail was generaled by the Principal Toolbox

Note: Since the email is sent by Principal Toolbox itself, the message will not be stored by your
normal email software. For this reason, you get a 'BCC' of the email message.

Search function

Quick search

As of release 7.0, the application provides a quick search option in the header of each main page to
find and navigate to items quickly. By clicking the search box, the recently navigated items are shown
and a search can be performed after typing a minimum of three characters.
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Search

Please enter 3 more characters
Recent Locations

Unified Communications

Wireless network Programme / Project list
connectivity Project
Collaboration Programme / Project list
Project management Enterprize

Operational Excellence

Apollo ProjectProgramme / Project list
Apollo 1.0 Project
Autodesk licensing Project
Home Home

Initial search box

"."."El:ll x
Search
Webconferencing Project

Website re-design Project

Search results

Advanced search
The advanced search function allows you to perform keyword searches. You can also use the
creation period to specify the period when the item was created. n

The search function can be found on all dashboards and on the home page.

Search

Advanced Search

Search: web
Type: Project
Created before:
Created after:
Search

Note: Seach results are limited to the first 100 hits.

Search results (folders):

Type Name / Location Description Owner Date

Project Webconferencing Erik Aalbersberg 12-Sep-2011
Project =G ion = Unified G ications = V ing

Project Website re-design Ad Supley 13-Mar-2014
Project t = Collaboration = Unified C icati = Website re-design

Search results (d ts [ files [ h

Type Filemame / Location Description Revision/Doc nr Publisher Modified

Advanced search page
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2.12 Messaging

Messaging allows all users to freely inform and discuss topics related to items in the Principal Toolbox.

Note: This function is only available as of release 7.0 and when provided by Fortes Solutions
via SaaS (or hosted).

Two types of buttons exist

This button is shown on all locations within the Principal Toolbox and allows to send/read
messages concerning that location.

This button is shown next to your person name in the header and allows to send/read
@ messages that concern you.

On click of the button, the messaging dialog appears as shown below.

Messages on #Webconferencing 4 l Messages on #Webconferencing x
@Ad Supley
Hi @Albert Abdelme,
1 have updated the project plan of #Webconferencing and would
5@Ad Su Qle‘l’ like: to ask if you could take a look and confirm the current
deadline
#Webconferencing
*‘

#Webconferencing @ @

| Hi Ad, looks fine to me, I will check if it will interfere
with the =coll|

#Webconferencing

@4d SUE Gollaboration Portfolio IN9

Collaboration

Programme / Project list
Send | Send

Initial message dialog Message dialog with content

Initially, the dialog will invite you to send a message. The location to which the message will refer is
already set in the message using the #-tag.

Within the messages you type, you are free to refer to other locations and persons as well using the #-
and @-tags.

# Use this tag to refer to locations within the Principal Toolbox. After typing three or more
characters, the system will provide matching options. Locations are referred to by name only.
Use this tag to mention other persons that will see the message within their personal
messaging. Persons are referred to by their name only.

Once messages are available, they are shown within the dialog (1) and the unread indication shows for
a short time after the message is considered read. You are able to reply to a certain message by the
message button (2) shown in the right-corner of the message. When doing so, the current message

will be started with all the #- and @-tags of the original message to ensure it pops up at all appropriate
locations.

If, at any location, a message is not yet read by you, a unread indication will appear:
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2.13

nOne message is unread, open the messaging dialog to read this message.

Up to five most recent messages appear in the messaging dialog. Older messages can be viewed
using the 'Load older messages' button.

Working with models

In Principal Toolbox, many objects, e.g. projects, are based upon a model. Such a model defines the
initial configuration and content for the objects that are created upon them. The way this works is
comparable to templates for documents, only models contain not only templates but define
configuration (behaviour) and content as well.

Models ensure that the same standards are used throughout the organisation. Multiple models may
exist within a single application although it is recommended to keep the number of models limited to be
able to efficiently control and maintain the way of working within the organisation.

Models currently exist for the following type of objects:
e Projects| 3"

e Programmes (based on MSP)

e Portfolio's/ 34

Models typically look identical to the type of object it defines, e.g. a project model looks like a normal
project. The difference is its behaviour: it will not appear in reports and some functionality will not be
available (e.g. a project model cannot be used to allocate resources).

A model can be created upon an instance of the object, e.g. a project model can be based upon a
normal project. When doing so, the configuration and basic content is copied and stripped to the
model. Typical information that remains available:

e main object structure (e.g. planning) and their naming

o templates

e configuration

Other information like owner, planning dates, issues etc. are stripped. Once created, a model can be
modified just as its normal object type.

When creating an object based on a model, all information is copied and no data is stripped.

System default Project model Project
configuration configuration

Configuration inheritance when working with models.

For configuration it works differently as depicted in the figure above. This illustrates that configuration
can be made within a project but if non is set, it defaults to the project model configuration. Again, if no
configuration is set on the model, it defaults to the system defaults. This works for all type of models
(project, portfolio etc.).

Models can be exchanged between different applications using import / export functionality.

Note: Exchanging models between applications with different version of the Principal Toolbox
may result is strange or erroneous behaviour. It is best to exchange models between
applications running the same version.

If models are imported into an application on a higher version, the Principal Toolbox will try to make
the project model version compatible.

Projects
All projects that have been created are based on a project model. A project model is an extensive
template for projects. It contains products, document templates associated with these products,
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lessons learned, and automated reports. This way, it is possible to have standardised projects
throughout the organisation, and project managers always have the right document and report
templates available. Right from the start of the project, automated reports (if configured correctly) are
available for reporting purposes. Below, an example of the dashboard of a project model is shown.

9
FaRTEsm ﬁ Projectmanagement Generic... Search [ ] Ad Supley Help Setup

Project Model: Generic PRINCEZ2 Planning Model Edit Members Configuration Edit Widgels

Dashboard  Properties  Product Breakdown  Planning  Resource Management = Documents  Report

Logs Project start-up Project inifiafion Execufion slage Project closure

New Total
[Dissue log
-

Managing Product
[®Risklog Deliery

(@) Quality review log ® Project Board ® Project Manager ® Team Members

() change log
Product Checklist

[A)Daily / Action log i Name Owner Start Planned  Final Planned  Inifial Baseline Start  Initial Baseline Final  Gurrent E Jul 2014
3 7 14 21 28 A

Lessons learned log El- Generic PRINCEZ Planning Model 02Jul2014  02Jul2014
£+ Project startup 02Jul2014  02Jul2014

() Minutes of meetings i~ Project Mandate 02-uk2014  02-Jul-2014
Project Brief 02-Jul-2014 02-Jul-2014

i~ Initiation Stage Plan 02-Jul-2014 02-Jul-2014

Automated Reports Edit f.. Initiation Stage Authorisation 02-Jul2014  02-Jul-2014
E+ Project initiation 02Jul2014  02-Jul2014

i~ Inilial Business Case 029ul2014  02-Jul2014

i~ Project Initiation Document (PID) 02ul2014  02-Jul-2014

b= Next stage plan 02Jul2014  02Jul2014

i~ Project Authorisation 02-uk2014  02-Jul-2014

Part of the dashboard of the PRINCEZ2 project model, which is identicai to a project dashboard.

" = EEE‘mEEE E‘EE

It is possible to have multiple project models within your organisation. So you can have a default
PRINCE2 project model for general use and more specialised project models with specialised content.
For instance, a project model for sales or for software implementation. For these purposes, you are
able to build a product breakdown (see the section about product breakdown| 70" that matches most
situations for these specialised projects. When starting a project based on one of the models, you are
able to adapt the product breakdown to fit the specific circumstances of the project.

More information about the creation and management of project models can be found in the section
Managing project models|125\

Programmes

Programmes are used within the Principal Toolbox for structured organisation of projects (hierarchy) in
which no model is used. However, when using the MSP (Managing Successful Programmes)
approach, models are used. Such a model defines the programmes' project just like a project model.

More information about the use of programme models can be found in the section Programme
Management.

Portfolio's

A portfolio model contains automated reports, pre-defined project sheets, reporting models and a
financial model. It's possible to define multiple portfolio models for different portfolios. Please refer to
the section about the Portfolio Model for information about setting up and configuring portfolio models.
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2.14 Advanced Customisation & Workflow (add-on)
With the add-on ‘Advanced Customization & Workflow’ an organisation can define electronic forms in
the different project models. These pages can be tailored to the specific needs of the organisation or
programme.
1. Go to a project model and create a new product to customize or select an existing product.

2. Click the product to open the product details page.

3. First click "Layout" then click "Edit Layout" to define the layout of the page.

Default layout : Standard Principal Toolbox view;
Custom layout : To choose which fields are visible on the product page.
Custom layout with approval : To customise and define an approval for the page.

Master Demo database = Projec tmanagement = Generic PRINCE2 Plannin.. = Project Mandate

Management Product: Project Mandate V4 Close Edit Widgets Layout Appro

General ~ Logs Dependencies

Final Planned: 01-Jan-2013 Nieuw Label
Owner: - Duration In Days: 1.00
Deliverables + == Note
Name Description Revision Published Publisher Approval Status Review Requester

Drag documents here or click to add

Templates + = Note

Name Description Revision Published Publisher Merge Template

Drag dotuments here or click to add

Specifications + o+ Note

Name Description Revision Published Publisher

Drag documents here or click to add

Product page

4. In this example a new page with an approval cycle is defined. Click ‘Approval Settings’ and check
‘Enable product approval'.

Approval Settings

@ Configure the product approval. Set whether the product should be approved and what approvers should be used.

Enable product approval: I#]
Approvers can be selected from: (®) All project members
(_)Persons defined in fisld:

On approval set field: . - | to

oK Cancel

5. Next step is to define which fields need to be available on the page. In the first pull-down menu
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select if the field is a project field (e.g. project name) or a product field. Then select the field to show
on this custom product page.

6. The last action on the page is to select what field will be set when all the reviewers approve the data
on the product. In the example given, a custom product field (product approval) is used to set on
approval.

7. When this project model is used for a project, the project manager (or the owner) inserts data on the
product and then requests approval for the product by clicking the 'Request Approval' button.

8. A new window will open where the approvers need to be selected, a due date can be set and
remarks can be inserted. To send an email to the approver(s) about this product approval, tick
'Notify approvers’.

9. The approver(s) will be informed through an email and will have a note on their ‘Home’ page.

Products / Plan Items to be approved by me

Location Project Due Date ¥ Remarks by Owner

4.2.2 Review Audiot onferencing -

10.To review the product page click the product name and the specific ‘Product’ page opens.
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Product: 4.2 2 Review V4 Change Picture Edit Widgets

General - Logs Dependencies Costs & Hours Resource Demand

Mame: 422 Review Plannec
Description: ' Start:
Owner Group: Team Diraft:
Owner: - Checked:
Reviewer: - 7 _
Final:

Participants: --
Duration In Working Days:

Priority:

Planning Status: N
Mandatory:
Agile
Priority: o Streams: -
Story points: 0.00 Workflow: -
DoR
Code review: PMD check:

Documentation:

Helpful Text:

Approve or disapprove the product

i R R .
11.After review click - or' " and insert any remarks.

3 Functionalities

3.1 Portfolio Management (add-on)

The Portfolio Management module enables the collection of initiatives and a subset of an organisation’
s projects and programmes. Additionally, the module provides functionality to monitor progress of the
projects and programmes within the portfolio, and to generate various portfolio related reports.

Various portfolio’s can be created, in order to get meaningful collections of related programmes and
projects, e.g. a portfolio of projects that have the same sponsorship or all projects that contribute to the
same strategic goal(s).

To work with portfolio management, the following activities are of importance:

- Defining new portfolios| s

- Administering portfolios| 42

- Managing portfolios| 45

- Creating a portfolio model/ 57
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3.1.1

These subjects will be covered in the sections below.

Registering ideas
As of release 7.0 it is possible to register ideas within portfolio management.
The ideas allow to collect any idea for projects, possibly contributing to benefits| 537, without the need of

starting an initiative within a portfolio. By doing so, selections and appreciations can be performed
before starting an initiative.

Note: Ideas share the same (custom) fields as portfolio items and projects. Additionally, ideas
have an owner who is allowed to edit, extend the idea information.

-
FOBTES .@ ﬁ Portfoliomanagement Search [a] Rob van Noortsingel Help Setup

Portfolio Management Edit Properties Edit Members Customise Page Text Edit Widgets = s Q ﬁﬁ

Dashboard Benefits Ideas Archive

Ideas by Creator Gonfigure SetThe &

Henk Dan. | —
Ad Supley -m— 2
Al Partners —— 2
Erik Azlb.. —— 2
Albert Sw.. —j——1

Other —— 2

Welcome on the portfolio management!

Below you wil find several portfolios

il Automated Reports s Portfolios + Archive  Creste Model  * All portiolios View
Project Calender n
Name & Status. Portfolio Manager(s)
B3 Lean Scenario Planning
COLLABORATION [ Bob Hotho, Gabor Vs van
Heemst, Rob van
Noarisinge!

The goal of the collaboration programme is to standardise our way of working and
find strategic partnerships within the telez ommunication branch

il. Reports
Portfolios OPERATIONAL EXCELLENCE [ ] Liza Marie van Esch
Sub-Portfolio: Operational Excellence

Custom Dashboards

Benefits Custom Dashboards - Archive * All custom dashboar View
Ideas .

Name * Description Status. Portfolio Manager(s)
Portfolio ltems

Overall Dashboard - Reed Elsevier [ ] Steffen Rugtved, Johan

Steurvis, Hans Spread
Products / Plan Hems

Issues

Portfolio Models Import Export Archive
Risks N

Name Description
Quality reviews Portfolio Model
Changes

Indication of ideas on portfolio management dashboard

By clicking the ideas widget or the new tab (Ideas) the page refreshes to the list of ideas.
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.
FOBTESQ A > Porfoliomanagement Search @ Robvan Noortsingel Help Setup

Portfolio Management Edit Properties Edit Members Custo ex Edit Widgets

Dashboard Benefits Ideas Archive

-
FDBTES w A > Porfdliomanagement Search @  Robvan Noortsingel Help Setup

Portfolio Management Idea Layout Edit Widgets ]

Dashboard ~ Benefits  Idess  Archive o

Ideas by IT for Green (KPI Score)

Configure

L3

[FR

W= e

Ideas
+ o & *Allgess View

Name + Owner Objective
[] Automatic garbage dispenser Alpert Swank Get rid of garbage faster and more efficient
[[] Default prototype Erik Aalbersberg Create default prototype for all new functionalities
[] ERPimplementation Bob Hotho Implement new ERP system
[] Goedidee Bob Hotho Doelstelling

[] Hosted werkplek Goedkope werkplek in de Cloud

[] ideet Bob Hotho -
[] idee2 Bob Hotho -
[] idee3 Bob Hotho -
[] ideen All Customers complete lijst

[] initiatieven All Customers duidelijke budgettering
[] New process Erik Aalbersberg Reduce costs

List of ideas
Ideas can be added, removed (1) and edited (2) as is common within the Principal Toolbox.

By clicking an idea, the details are opened and can be edited. The page layout of the ideas is set by

using the page layout editor (3) in the same way as defining a project sheet/s71 (available to managers
and administrators only).

Idea: ERP implementation 7 Close Start Initiative Edit Widgets

Desiiied | ey o
Name: ERP implementation Creator: Albert Swank
Objective: Implement new ERP system Create Date: 17-Apr-2014
Owner: Bob Hotho

Portfolio Prioritization

Benefit: o Pay back -1 yr:
Budget: ] Portfolio name:
Complexity Risk rate: - Positive ROI:

Effort requirement: - Project category:
Investment driver: Compliance Project size:

Overall priority score: ] Technology Risk rate:

Projectgegevens

Achtergrond: Afhankelijkheden:

Scope: Randvoorwaarden:
Standard fields

Benefit realization: 0.00 Benefit target: 0.00
Benefit status:

Documents + o Note

Name Description Revision Published Publisher
Drag dotuments here or click to add

Detail page of ideas

Within the detail page, default (1) and custom (2) fields can be edited as well as documents added or
removed (3).

Once an idea is approved (procedure to be defined within the organisation), an initiative can be started
within a portfolio.
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Start Initiative »
Name: ERP implementaticn
Objective: Implement new ERP system
Portfolio: COLLABORATION M
Owner: Rob van Noortsingel -
Selected: € O
oK Cancel

3.1.2

3.1.2.1

Start initiative based on idea within a portfolio

On starting the initiative, information from the idea is copied to the initiative (excluding documents).
The idea itself does not change and remains available.

Working with portfolios

Portfolio overview

A portfolio allows a portfolio manager to group portfolios in providing a clear overview.
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FOBTES w‘ ﬁ Portfoliomanagement

Portfolio: COLLABORATION

COLLA

Edit Properties

Customise Page Te

Search @  Robvan Noortsingel Help Setup

a

Edit Field Configuration Edit Widgets = -]

Dashboard ~ Properties =  Scenario Planning | Financials  Portfolio Gantt ~ Documents ~ Dashboard Report  Archive o
1l4 Automated Reports Ve
B3 Project Prioritzation
B3 Project Calender
Risk vs Budget ] Fiter  Configure Contribution to Strategy ] Fiter  Configure &
225,000 6.0 -
il. Reports
s.0 S
Portfolio ltems 10,000
Ee | @
Products / Plan ltems 135,000 H
N g w0 ® o
Issues B =
c 90,000 p
- o
o 2 20 Y o
Risks. ]
45,000 ]
2 10 .
Quality reviews: =
0.0 —J-—..4
Changes
-45,000 1.0 -
Actions ,'ﬁ o2 22 o a2 \;,“ o2 &L <2 e N ¥ il K
el Total Risk rate 20% IT Cost Reduction (KPI Score)
Caost/Hour Entries
Entries -
Portfolio Items + Send report request Archive Save \ersion Move P-4 All Projects View -
il. Timeline Reports Name Report Status  Last Published On  Current Stage Progress Status  Programme
Entries B Cloud Computing
= Audioconferencing ] 10-Nov-2011 Fase & Closure B e Unified
Commurications
= Document Management v 01-Nov-2011 Fase 3 Feasabilty | ] ] Enterprise Content
Management
= Extranet!DMZ - Fase 1 v 01-Nov-2011 Fase 5: Deployment / | ] ] Unifiedt
Rolout Communications
= Extranet/DMZ -Fase 2 v 01-Nov-2011 Fase 2: Ideas [ ] e Unified
Communications
= Identity & Access Management ] Fase 2: Ideas [] ) Unified
Communications
= Local area network connectivity ] Fase 4: Buid / Test | ] ] Unfied
Commurications
= Search Technology ® Fase 3: Feasability | ] ° Enterprise Content
Management
= Sharepoint platform ] Fase 6: Closure B o Enterprise Content
Management
= Videoconferencing ] 15-5ep-2011 Fase 4: Buid / Test | ] e Unified
Commurications
= Webconferencing ] Fase 4: Buid / Test | ] ] Unified
Communications
= Wireless network connectivity ] Fase 2t Feasabity | ] ] Unfied
Communications
[f] Company Messenger ® ] Unified
Communications
Previous versions i * All Previous Version View v
Name + Saved On Saved By Remarks by Owner @
Stetus April 2014 17-Apr-2014  Erik Aslbersberg
12-May-2014 12-May-2014  All Customers
Report Models + Import Export Archive
Name * Objective @

Portfolio Report (Monthly)

Portfolio Dashboard

1. Customisation area for widgets

This section displays overall portfolio information based on widgets. The information can be altered
by the administrator and configured by the portfolio manager by using the 'Edit Widgets' button.

2. Automated Reports

Displays a list of the Automated Reports|2of1 that are available on the selected portfolio.

3. Reports

Shows the different categories of reports which can be used to show lists of projects, products,
issues etc. for the portfolio items contained within the active portfolio.
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3.1.2.2

4. Timeline Reports
Displays a list of the timeline reports that are available on the selected Portfolio. Timeline reports
allow the user to display data over a certain period, like cost information. The horizon and resolution
of the table or graph can be set by the portfolio manager.

5. Report Models
The reporting of project data to the portfolio manager is based on a report model. Each portfolio can
have multiple report models to support different reporting cycles, for example: a monthly highlight
report and a detailed reporting model for each quarter.

6. Previous Versions
Lists all the previously saved versions of the Portfolio. This allows the portfolio manager to go back
in time and compare the portfolio's status between versions. The latest status of the portfolio is
saved by using the button 'Save as version'.

7. Portfolio item
This list contains the portfoli items and buttons for all the actions that can act on the individual (or a
selection of) portfolio items. Some of the actions are 'Save as version’, ‘Send report request’ and
‘New'.

8. Tabs
Each portfolio contains the same tabs. Which tabs are shown may depend on the organization's
license: the presence of some tabs is linked to the availability of a certain module. The purpose of
each tab:

Dashboard : as per the detailed description above.

Properties : lists all the basic information of the Portfolio, including any
custom fields.

Financials : the financial overview tab displays the entered budgets,

actual costs and the forecast.
Portfolio Gantt :
and end dates.

shows all the portfolio items in a Gantt based on their start

Documents : a common repository for all documents relating to the
portfolio and their items.
Archive : lists all the archived portfolio items, and allows for items to be

deleted or recovered from the archive.

Portfolio functions
A large number of actions can be performed on the portfolio:

Edit properties : allows for editing the name, objective, the status and status
description of the portfolio.

Edit members : to change who gets full or read access to the portfolio
Customize Page Text : for customizing the introductory text on the portfolio's
dashboard

Edit Field Configuration : the field configuration determines how data needs to be
synchronized between project and portfolio item.

Project Layout : edit the page layout of portfolio items, letting the portfolio
manager determine what fields are important and how to display them.

Edit Widgets : Add and edit widgets on your portfolio dashboard.

New portfolios

3.1.2.2.1 Defining new portfolios

The portfolio management module allows you to manage your business projects and ideas in
portfolios. In order to do this, one or more portfolios need to be defined. For example a portfolio for
every business unit or regional department in your organization, or a portfolio could consist of all
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projects that contribute to a strategic objective of your organization.
Defining a new Portfolio

1. Navigate to the Portfolio Management module in the dark blue header on the top of the screen. In
the main window the Portfolio Management module is displayed, with three tabs: “Dashboard”,
“Archive” and “Models”. The tab “Dashboard” is opened by default.

2. Click + on the dashboard to define a new portfolio. A popup window will appear in which de details
of the new portfolio can be entered.

Portfolios Archive Create Model * Al portfolios View
Name * Status Portfolio Manager(s) ‘
COLLABORATION [ ] Bob Hotho, Gabor Vis van
Heemst, Rob van
Moortsingel
The goal of the collaboration programme is to standardise cur way of working and
find strategic partnerships within the telec ommunication branch
OPERATIONAL EXCELLENCE ® Liza Marie van Esch
Sub-Portfolio: Operational Excellence

Portfolio listing

3. Click OK. You will now return to the portfolio dashboard where all portfolios are listed, including the
new portfolio you just created.

3.1.2.2.2 Portfolio items

When opening the Portfolio Management module, which is found in the top blue bar at the top of the
screen, an overview of all portfolios is shown. Click on the name of one of the portfolios to open it.

A portfolio contains portfolio items of which there are various types:

¢ |nitiative: a business idea that may well be turned into a project in the future
¢ Single Sheet Project: a simple type of project without detailed plan

¢ Project: a standard project with a plan, which is managed using the project management side of the
Principal Toolbox

A portfolio item can be used to store management information like the budget, information about
resources, planning information, and the goals of the project. How to create a portfolio item is
explained in this section: Creating portfolio items| 40,

Each type of portfolio item has its own icon:

Initiative: B
Single Sheet Project: 2]
Project: =

3.1.2.2.3 Creating portfolio items

From inside a portfolio, new Ideas, Single Sheet Projects and regular Projects can be created which
become part of that portfolio. A regular Project that is created and started from a Portfolio will
automatically appear as a project on the Project Management side of the Principal Toolbox. However,
a Project that was started from the Project Management module, will not automatically be associated
with a Portfolio. To put a link in place between an existing Project and a new Portfolio item, please
refer to 'Modifying the project reference’[ 43,

When using the Portfolio Management module it's good practice to always create and start projects
from within a Portfolio. This way it's guaranteed there's always a link between each Portfolio item and
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its corresponding Project. This way of working can be enforced by the Principal Toolbox. By enabling
this setting it will prevent any project from starting without having been assigned to a portfolio.

To enable this setting:

1. Click on Setup and select Configuration.

2. Click on Principal Toolbox on the left side of the screen.

3. Change the setting 'Projects can be started from within portfolios only' to Yes

Up next are detailed instructions on the various ways projects and initiatives can be created and
started.

Creating an Initiative
1. Open a portfolio and click on + to create a new entry in the portfolio.

Portfolio Items ‘ Send report request Archive Save \fersion Move 4] Al Projects View

Name Report Status  Last Published On  Current Stage Progress Status Programme

@ Cloud Computing

= Audioconferencing ® 10-Mev-2011 Fase 6 Closure B ® Unified
Communic ations

= Document Management W 01-Mow-2011 Fase 3: Feasability . ® Enterprise Content
Management

Starting a project on the portfolio

2. Enter a name for the Portfolio Item, and the objective and remarks (optionally).

3. Assign a Project Manager to the new portfolio item (in case the portfolio item is converted to a
project later on, the project will be automatically assigned to the project manager specified here).

4. Do not start a project: an Initiative is just an idea without an actual project being underway.

5. Click on OK to create the portfolio item.

Note: in case an existing Project needs to be associated with the newly created Initiative, then
please follow the steps above followed by the instructions in Modifying the project reference| 4",

Starting a Project when creating an Initiative

1. Follow the same procedure as when creating an Initiative (see above), but choose for Start Project
when entering the details.

2. Next, choose the Project Model the new project should be based on, and choose a Programme the
new project will be made part of.

3. The new project will automatically appear within the Project Management module. The Project
Manager will have full access to the new project and can start entering a plan and team members
as required.
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3.1.2.3

Add Portfolio Item

Portfolio Item Properties

Name:

Objective:
Owner: -~ 2
Project Manager: Ad Supley l]
Start Project: Start Project il
Project Model: Generic PRINCE2 Planning Model Z|
Programme: Asset Management l]
oK Cancel

Starting a new portfolio item (and project)

Note: The newly created project will appear in the Project Management Module of the Principal
Toolbox. It will be assigned to the project manager (as chosen when creating the Initiative) and
is associated with the portfolio item.

Starting a Project from an existing Initiative
1. Open the portfolio item (initiative) and click on the button 'Start Project' to start a project

2. Choose which Project Model to use, and in which Programme the project should be created

3. After pressing OK the Project will be created. The icon of the portfolio item will have changed from

Binto = depicting that the Project has started.

Starting a Single Sheet Project

1. To create or start a Single Sheet Project one follows the same procedure as when starting a regular
Project, but when selecting the project model specifically choose the Single Sheet Project model.

2. Then choose the programme in which to create the project and press OK

3. The Initiative is now associated with a Single Sheet Project that is also visible to the Project
Manager from the Project Management module.

Note: the Single Sheet Project model is a simplified version of the regular project models.

Portfolio administration

3.1.2.3.1 Moving portfolio items

Portfolio items, whether they're Initiative or Projects, can be moved between Portfolios. This is
achieved as follows:

1. Inside the portfolio that contains the item that needs moving, highlight the portfolio item and press
‘Move'.

2. The window that appears allows you to select the destination portfolio.

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 43

Portfolio Items + Send report request Archive Sa\.ﬂ&‘,’e [~} All Projects View

Name Report Status Last Published On  Current Stage Progress Status Programme

B Cloud Computing

Audioconferencin 10-Nov-2011 Fase 8: Closure Unified
a
Communic ations

=l Move Portfolio liems between Portfolios

@ Selectthe appropriate Portfolio to move the Portfolio Itam to.

"l

Ex

Selected Portfolio Items to move

- Audioc onferencing

Select Portfolio to move to
Portfolio: COLLABORATION hd

OK Cancel

Moving a portfolio item

3.1.2.3.2 Modifying the project reference

Projects that are underway but have not been assigned to a portfolio, are not visible from the Portfolio
Management module. They can be added to a portfolio by creating a new portfolio item and manually
link it to the existing project. Follow these steps to establish the link:

1. Open the portfolio item (initiative) and click on the button 'Edit Project Reference'

2. Select the project that the portfolio item needs to be linked by typing the first few characters and
choosing the correct one

3. Click ‘OK’ to establish the link

Change Project Reference

/& Here you can change the project reference for this project.
When changing the project reference, related data is not automatically linked to this porifolio project. This
especially concerns existing entry data. Mew entry data will be created according to applicable configuration.

Select a project
Project: YWebconferencing

OK Cancel

Editing the project reference
3.1.2.3.3 History log
One of the tabs off the dashboard of each portfolio item is labeled History. On this tab a history is

recorded of all changes that have been made to the portfolio item through time. It makes it possible to
check who made which changes when.
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Portfolio Item: Webconferencing

Overview Financials ~ History

Person Date Object Action Change

Ad Supley 30-Apr-2014 ‘Webconferencing Change Forecast start date=01-Apr-2014
Due date=—
Request Date=30-Apr-2014
Report Status=Pending

Liza Marie van Esch 25-Jul-2013 ‘Webconferencing Change Due date=08-Aug-2013
Request Date=25-Jul-2013
Report Status=Pending

Edwin Rombeek 04-Jul-2013 Webconferencing Change Due date=16-Jul-2013
Request Date=04-Jul-2013
Forecast start date=01-Jul-2013
Report Status=Pending

Erik Aalbersberg 11-0ct-2012 Webconferencing Change Due date=183-0ct-2012
Request Date=11-0ct-2012
Forecast start date=01-Oct-2012
Report Status=Pending

Erik Aalbersberg 26-Jun-2012 ‘Webconferencing Change Due date=29-Jun-2012

Request Date=26-Jun-2012
Forecast start date=01-Jun-2012
Rennrt Statuz=Pendinn

History Tab on a portfolio item

3.1.2.3.4 Portfolio documents

Documents can be attached to the portfolio items or to the portfolio itself. The latter may be useful in
cases where the document is applicable to all (or most) portfolio items.

To attach, update or remove documents from the portfolio, navigate to the Documents tab from the
portfolio dashboard. This will open the document library and show all the documents stored within the
Portfolio. Where each portfolio has a library, the Enterprise level also has a library which can be used
for centrally storing documents.

For more information on document management with the Principal Toolbox, please refer to Document
management and approval| e,

3.1.2.3.5 Portfolio archive
A portfolio and each individual items can be archived by pressing the button 'Archive'. Those
portfolios or portfolio items that are selected when pressing Archive will be moved from the active list
in to the archive.

The archive and all the archived items are accessible through the Archive tab on the dashboard. The
archived portfolios and items can be restored from the archive when required.

Please be aware that archiving a portfolio or one or more of its items does not also archive the projects

that are associated with them. If the projects need to be archived as well, this needs to be done from
the Project Management module.

3.1.2.3.6 Versioning
To keep a record of historic portfolio data, the Principal Toolbox allows the user to make a snapshot of
a portfolio in time. By doing so, the current version of the portfolio is kept and at a later time, it can be
compared to other snapshots or to the current version of the portfolio.
Creating a snapshot
1. Open the dashboard of the portfolio
2. Use the 'Save version' button to create a snapshot of all portfolio items within the portfolio

3. Give the version a name and optionally some notes and press OK.

The stored versions of the portfolio are displayed on the dashboard under the 'Previous versions'
section. A saved version can be opened and referenced by clicking on its name.
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3.1.24

Portfolio Items + Send report request * Move 4] All Projects View

Name Report Status  Last Published On  Current Stage Progress Status Programme
@ Cloud Computing

= Audioconferencing [ ] 10-Nev-2011 Fase 6: Closure . [ ] Unified
Communic ations

= Document Management v 01-MNov-2011 Fase 3: Feasabilty . [ ] Enterprise Content
Management
= Extranet / DMZ - Fase 1 o 01-Nov-2011 Fase 5: Deployment / [ | [ ] Unified
Rollout Communic ations
= Extranet/DMZ - Fase 2 W 01-MNov-2011 Fase 2: |deas . [ ] Unified

Communic atins

= Identity & Access Management [ ] - Fase 2: |deas a [ ] Unified
Communic ations

= Local area network connectivity [ ] - Fase 4: Build / Test | | [ ] Unified
Communic ations

= Search Technology [ ] - Fase 2: Feasabilty . [ ] Enterprise Content
Management

= Sharepoint platform [ ] - Fase 6: Closure . [ ] Enterprise Content
Management

= Videoconferencing [ ] 15-Sep-2011 Fase 4: Build / Test | | [ ] Unified

Communic ations

= Webconferencing [ ] - Fase 4: Build / Test [ | [ ] gniﬁed ot
ommunic ations

=  Wireless network connectivity [ ] - Fase 2: Feasabilty . [ ] Unified
Communic atins

¥ Company Messenger [ ] — — [ ] Unified
Communic ations

Previous versions o * All Previous Version iew
Name + Saved On Saved By Remarks by Owner

Status April 2014 A7-Apr-2014 Erik Aalbersberg

12-May-2014 12-May-2014 All Customers

The 'Previous versions' section on the portfolio dashboard.

Note: it is possible to generate reports based on data of previous versions of portfolios. That
way it is possible to compare and analyze the data through time.

Managing a portfolio

3.1.2.4.1 Notifications

312411

Email notification
Use this button to send an email to the project manager of the project from within the portfolio. For
example, this could be used to remind the project manager to fill out the pending portfolio report.

Requesting reports

The Portfolio Management module allows one to introduce a periodic reporting cycle. The report is
requested from the Portfolio side and appears on the project where the project manager can fill it out.
Once the Project Manager publishes the report, it updates the information within the portfolio which
allows the portfolio manager to stay up to date with the project status. For setting up such a report
model, please refer to the section 'The reporting model| ss¥.

When a report model has been set up, it can be used to request status information on the projects that
are part of the portfolio.

Requesting a report
To send a reporting request to the project manager, please follow these steps:
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1. In the opened portfolio, select one or more projects (portfolio items linked to projects). Selecting
more than one project at a time can be achieved by using the shift or control button while selecting.
Once selected, press the 'Send report request' button. A window will appear in which the report
properties can be chosen.

2. Specify the due date for the report, followed by the report model it should be based on, and if
required, send some additional instructions or remarks with the report request.

Portfolio Items + & Save Version Move ] All Projects View

Name Report Status  Last Published On  Current Stage Progress Status Programme

@ Cloud Computing

= Audioconferencing Send Repol‘l Request

@ Send a report request for the selected project(s). The Forecast Period Start Date will be rounded to the first day of the selected
= Document Management time scale, e.q. first day of selected quarter or month.

= Extranet/DMZ - Fase 1 Selected Projects

= Extranet/DMZ - Fase 2 - Audioc onferenting

= Identity & Access Management Report Request

Forecast start date 01-Mar-2015
= Local area network connectivin Report Model Portfolic Report (Monthiy) -

Due date
= Search Technology Request Remarks
= Sharepoint platform

r
= Videoconferencing Send notification by e-mail =)
= Webconferencing oK Cancel
= Wireless network connectivity [ ] - Fase 3: Feasability | ] ® Unified
Communic ations

) Company Messenger [ ] — - ® Unified

Communic ations

The report request will be send to the selected projects

3. If required, the project manager can be send an additional email as a notification that a report
request has been submitted. To have an email sent, just tick the box 'Send natification by e-mail'.

Writing and submitting a portfolio report
Once the report request has been submitted, the report itself will appear on the 'Portfolio Report' tab
of the project. To fill the report out, the project manager follows these steps:

1. From the project dashboard, the project manager opens the 'Portfolio Report' tab and presses the
‘Edit" button.
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]
FORTES w ﬁ Projectmanagement Unified Audiot Search a Rob van Neortsingel Help Setup

Audioconferencing

Dashboard ~ Properties ~  Product Breakdown = Plan  Gant  Resource Management ~  Documents  Portfolio Report ~ Reports | Guide

Portfolio: COLLABORATION Last Published On:
Due date: 25-00t-2013 Last Published By:
Report Status: Y Request Remarks:
Forecast start date: 01-0ct-2013
Properties
Algemeen
Name: Audioconferencing Project Manager(s): Dick Kriets
Obiective:
Voortgangsrapportage
Status: ) - Status Description:
Status Geld: Groen -
Status Kwaliteit: Groen -
Status Scope: Orenje -
Status Voortgang: Oranje -
y
Toelichting Status Geld: 0.00
y
Toelichting Status Kwaliteit: )
p
Toelichting status scope: 0
A
Toelichting Status Voortgang: 0.00
i
Planning
Start Date: 31-0ct-2011 End Date; 15-Apr-2012

Finance Forecast

Preceding Period

Portfolio Item Totals Jan (14) Feb (14) Mar (14) “Apr(14) May (14) Jun (14) Jul (14) Aug (14)
Category 4 Budget Actual Forecast EAC Variance Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual
Fitter by

Hardware 7,700 10,000 10,000 -2,300
Operations 43000 41,500 41500 1,500
Out-of-pocket 57,700 53,100 53100 4,600
108,400 104,600 104600 3,800

< »
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-
FOBTES w 3 Projectmanagement Unified Audiot Search @  Rob van Noortsingel Help Setup

Audioconferencing Save Cancel o
Dashboard

Properties +  Product Breakdown = Plan  Gant  Resource Management ~  Documents  Portfolio Report  Reports | Guide

Portfolio: COLLABORATION Last Published On:
Due date: 25-00t-2013 Last Published By:
Report Status: Y Request Remarks:

Forecast start date: 01-0ct-2013
Properties
Algemeen
Name: Audioconferencing Project Manager(s): Dick Kriets
Objectiver
Voortgangsrapportage
Status: ) - Status Description:
Status Geld: Groen -
Status Kwaliteit: Groen -
Status Scopes Orenje -
Status Voortgang: Oranje -
y
Toelichting Status Geld: 0.00
y
Toelichting Status Kwaliteit: )
p
Toelichting status scope: 0
A
Toelichting Status Voortgang: 0.00
i
Planning
Start Date: 31-0ct-2011 End Date; 15-Apr-2012
Finance Forecast
Portfolio Item Totals [] Preceding Period [] Current Period [F] Time scale columns [f] Suceeeding Period
Budget [¥] Actuel [] Forecast [¥] EAC [¥] Estimate [¥] Variance Forecaststart date: 01-Jan-201%
Preceding Period
Portfolio Item Totals Jan (14) Feb (14) Mar (14) Apr(14) May (14) Jun (14) Jul (14) Aug (14)
Category 4 Budget Actual Forecast EAC Variance Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual
Fitter by
Hardware 7,700 10,000 10,000 -2,300
Operations 43000 41,500 41500 1,500
Out-of-pocket 57,700 53,100 53100 4,600
108,400 104,600 104600 3,800
< ] »

The report can be filled in by project managers, after which it can be submitted to the portfolio manager

2. The project manager then fills out all the fields that are editable. Not all fields will be editable: some
may be automatically calculated.

3. Next, financial information (mostly forecasting) is updated.
4. When done, the project manager presses the 'Save' button, followed by the 'Publish to Portfolio’

button.

Monitoring the report status

From the portfolio, the portfolio manager can monitor the status of the report requests that were sent
out. (Note: it may be necessary to add the field 'Report Status' as a column to the active view on the
dashboard).

The status of the latest report request is identified by these icons:

b 4 Report request pending; hasn't been submitted yet
v The report request was received and the report has been submitted
e Report request pending; report submission is overdue
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As soon as a portfolio report has been submitted by the project manager, the data on the portfolio item
is updated with the latest data as provided by the project manager.

Portfolio Items + Send report request Archive Save \ersion Move [~ All Projects View

MName Report Status Last Published On | Current Stage Progress Status Programme

[ Cloud Computing

Audioconferencing [ ] 10-Mow-2011 Fase 6: Closure . [ ] Unified
Communications

= Document Management g 01-Mov-2011 Fase 3: Feasability . [ ] Enterprise Content
Management
= Extranet/DMZ - Fase 1 W 01-Mov-2011 Fase 5 Deployment / | | [ ] Unified
Rollout Communic ations
= Extranet/ DMZ - Fase 2 W 01-Now-2011 Fase 2: |deas . [ ] Unified

Communications

The dashboard shows the status of the report request
3.1.2.4.2 Financials
Each portfolio can be used to generate financial overviews based on the individual portfolio items. The

financial overview gives insight into budgets, actual and committed costs, and the latest financial
forecasts. The financial overview is found in different places within the Principal Toolbox. These are:

¢ The ‘financials' tab on each portfolio item

¢ The 'financials' tab on each portfolio, which gives an overview of all portfolio items contained in the
portfolio

¢ The ‘financials' tab on the portfolio report, which is found on the project once a report has been
requested (it's the information entered here that's used to populate the tabs on the portfolio and its
items).

The financial overviews can be configured in many ways to suit different needs. Please check
'Financial configuration'| 1 for more details on how to configure the financial overview.

-
FORTES .@ A Portfoliomanagement COLLA Search @  Rob van Noortsingel Help Setup

Portfolio: COLLABORATION Finance Configuration Set Current Period @

Dashboard Properties ~ Scenarie Planning Financials Portfolio Gantt Documents Dashboard Report Archive

@ The finance overview for the portfolio shows information on budgets, actuals and commitments as well as the latest forecast. The overview shows the financial information for the current financial period as well as the preceding
and succeeding periods (if configured). The current period can be set using the "Set Current Period® function. Note that the portfolio-item totals summarise all available information (no restriction on dates).

Finance Ve

Portfolio liem Totels ] Preceding Period [7] Current Period [7] Time scale columns ] Suceeeding Period Select columns to display

Reserved [J] Budget [7] Actual [] Forecast [J] EAC [J] Estimate [] Variance

Portfolio ltem Totals Jan (14) Feb (14) Mar (14) Apr (14)
Tyl Portfolio ltem > Category & Forecasts o LastPublis 5 Reservec Budget Actual Forecast EAC Variance Reserver Budget Actual Reserver Budget Actual Reserver Budget Actual Reserver Budget
Filter by
= Audioconferencing 01-0ct-2013  10-Nov-2011 108,400 104,600 104,600 3800
B Cloud Computing
E2] Company Messenger 01-Jul-2013 720 720 -T20
= @ DocumentManagement  01-Oct-2011  01-Nov-2011 235,000 245,000 246,000 -11,000
= [ Extranet|DMZ - Fase 1 01-0ct-2011  01-Nov-2011 33,000 37,500 37,500 1,500
= Extranet/DMZ - Fase2  (1-Oct-2011  01-Nov-2011 41,700 41,000 41,000 700
B Goed idee 50
= @ Identity & Access Manager  01-Oct-2012
= @ Local area network conner  01-Jul-2013
= Search Technology 01-Jul-2013 400 400 -400 o
= Sharepoint platform 01-Jul-2013
= [ Videoconferencinn N1-l2043  15-Sen.2041
S50 424,100 430,220 430,220 6120 -
4+ I »

The financials overview on the portfolio

3.1.2.4.3 Portfolio Gantt

Each portfolio dashboard contains a tab 'Portfolio Gantt'. The Gantt chart shows the start, end-date
and duration of all portfolio items within the portfolio.
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FORTES .@ ﬁ Portfoliomanagement COLLA. Search [a] Rob van Noortsingel Help Setup

Portiolio: COLLABORATION = ¢
Dashboard Properties ~ Scenarie Planning Financials Portfolio Gantt Documents Dashboard Report Archive
Portfelio Gantt Vd
Select columns to display Timescale: Months and weeks
Ty Portfolio Items 4 StartDate = EndDate 5 Oct 2011 Nov 2011 Dec 2011 Jan 2012 Feb 2012 Mar 2012 Apr 2012 May 2012 Jun 2012 Jul 2012 Aug 2012
3.10.17.24.31. 7./14.21.28. 5(12/19/26. 2. 9./16.23,30. 6. 13.20.27, 5.(12.19.26, 2. 9. 16.23.30, 7. 14/21,38. 4 11.18/25 2. 9. 16.23,30, 6. 13.20,37
Fiter by..

= Audioconferencing 31-0ct2011  15-Apr-2012
[B cCloud Computing
[ Company Messenger
= Document Management 01-Jun-2013  29-Nov-2013
= Extranet/DMZ - Fase 1 26Sep2012  04-Dec-2012
= Extranet/ DMZ - Fase 2 01-0ct2012  14-Jan-2013
= Identity & Access Management 01-May-2012  08-Jun-2012 I
T Lotal area network connectivity 15-Juk2013 24-Sep-2013
= Search Technology 18-Jun-2013  08-Aug-2013

= Sharepoint platform 24-Mar-2012  30-May-2012

Videozonferencing 08-0ct-2012  17-Jun-2013
= Webconferencing 05-0ct-2012  02-Jan-2013
T Wireless network connectivity 10-Jun-2013  28-Jun-2018

The portfolio Gantt

Using the Gantt, dependencies between portfolio items can be defined. In order to do so, follow these
steps:

1. Press the 'Edit’ button

2. Click and hold the button down on one of the bars.

3. Then drag the cursor to one of the other bars to make an arrow appear.
4. Drop the arrow onto one of the other bars to create the dependency.

Note: to remove a dependency, right-click on the arrow and choose one of the 'disconnect'
options that appear.

From within the Gantt, the start and end date of the portfolio initiatives (not currently active projects)
can be changed as well. Just click on the start or end of one of the bars, and drag it to the required
date. The same can be done by entering the dates on the left-hand side in the date fields.

3.1.2.4.4 Stakeholder reporting
As of release 7, it is possible to create special dashboard reports that can be used for stakeholder
reporting. Dashboard reports are available upon portfolio's and saved versions within a portfolio. Note
that on a portfolio the dashboard report will show dynamic data whereas the reports will show static
data on a portfolio version (from the specific version).
Note: Configured dashboard reports on portfolio are copied to saved versions

Dashboard reports are entirely built upon widgets and can be sized, placed and reordered in any way
needed.

To access dashboard reports, navigate to a portfolio and then click on the tab 'Dashboard Report'.
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-
FOBTES m A > Porfoliomanagement CoLLA Search @  Robvan Noortsingel Help Setup

COLLABORATION Customise Report Notify Stakeholders 69
Dashboard Properties ~ Scenarie Planning Financials Portfolio Gantt Documents Dashboard Report Archive @
Project Map ] i) ¥ Fiter Configure Instructie Preview Dashboard Reporting Set Title Ve

Dit is de preview van reporting g
komt in versie 7.0 van de Principal Tookbox

S\ 1.Gavanuit een portfolio naar het tabblad Dashtoard Report
2 Kiik op Customise Report en stel de gewenste widgets in
2. Druk, na het opslaan van de ingeric hte widgets, op Notfy Stakeholders.
4. Selecteer in het popup scherm Al customers en klik op Notify Stakeholders.
5 y T Het dashboard report is nu beschikbaar op de reporting app van de Principal Tockbox
o 7 7 |
heHaghe v % o
(Den Haag)
olPe gre= =&\
- Rotterdam -
+ ) imagon r‘

- \

Leaflet | Map data © OpenStreetMap con

Contribution to Strategy ] Fiter Configure Pie Chart ] Fitter Configure
5.0 - -
| Green

5.0 4 | Crange

¥

5 4.0 - =

@

g =0 )

8 2.0 9

o

=

[

1.0 - .
Edit dashboard report

To create or modify the report click '‘Customise Report'. After that, you can (1) add new widgets, (2)
choose what type of widget to place, (3) resize and relocate the position of the widgets.

Widgets can also be removed and configured as normal.

When the dashboard report is created, you may notify your stakeholders.

-
FORTES @ @ Portfoliomanagement COLLA... Search B  Rob van Noortsingel Help Setup

COLLABORATION Notify Stakehalders T—

Dashboard Properties ~ Scenaric Plant
Name: Portfolic: COLLABORATION
Remarks: Test Dashboard Reporting

Project Map [

Last sent on 26-Aug-2014

Recipients
Qavaiable Users Q Selested Recipients
Bob Hotho All Customers
Dick Kriets
Erik Aalbersberg
Etienine Krame
Gabor Vs van Heemst

Hans Spread Add -+
Jan-Wilem Boots
Rob van Noortsingel + Remove
e
— A
! Leaflet | Map data © OpenStresthap ¢ ontributors | Tie
Contribution to Strategy
6.0 -
5.0 -
Notify Stakehoklers |  Cancel o
Notify stakeholders

Selected recipients will get notified that a report is available. If this user has a registered tablet
application (installed and used), the reports will appear on their tablet (i0OS and Android).
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.
Sy :
FORTES® ~
23-Apr-2014 Portfolio: COLLABORATION - 23-Apr-2014

Portfolio status per 2014.. 2014-04-23

Monthly report on the COLLABORATION portfolio
' "
A8
. C

o}

Author: Ad Supley

Contribution to Strategy [} General remarks

Effort requirement: (Al values) -
bu

The current status of the COLLABORATION portfolio is
considered ta be in line with the expectations as stated

at the beginning of 2014 which was to be of ultimate
collaboration of employees to the company strategy.

11 tor Green |KFI Score)

Dashboard report on tablet (Android)

3.1.2.4.5 Generating reports

To keep on top of all projects and items within the portfolio, various reporting capabilities are available.

e Automated reports: these are reports based on Excel or Word. The reports allow for flexible and
powerful ways of extracting and summarizing information about the portfolio. Please refer to
Automated Reports |20t for more information on setting these type of report up.

¢ Reports: these type of reports are contained in the Principal Toolbox and can be used to show table
structured overviews of the different entities in the tool, for example products, risks, issues or cost
entries.

e Timeline reports: displays an overview of data across a period of time. For example the costs per
month over the duration of the project, or the number of hours a resource has been allocated to the
project for the next period. More information on setting up timeline reports can be found in Timeline

reports|198),
3.1.2.4.6 Scenario Planning

As of version 7.5 of the Principal Toolbox it is possible to plan multiple scenarios.
This can be done by navigating to the appropriate portfolio, tab 'Scenario planning'.

You will then be directed to the scenario planning overview.
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3.1.3

"
FORTES® & portoiommsgerent - > coLLAgoRATON B Rovvanootsngel - Hepe Ses

Portfolio: COLLABORATION [::]

Dashboard ~ Properties ~  Scenario Planning ~ Financials  Portfolio Gantt  Documents  Dashboard Report  Archive

Benefit versus Budget Configwe B Costs Confgwe B

eeeeee

Portfolio Items

Selected Portfolio Items

ooooooo

>z

00 0oooooooood
og spsss: slalel &
RN R N N N N RN RN
88 B8B8EBB8EEEE =
88 88888888888 2

Unselected Portfolio Items.

The scenario planning tab

On the top are two graphs. The first is the budget and risk chart displaying 'Return On Investment'
and 'Budget’ on the axis and 'Risk’ is depicted by the size of the bubble.
This chart can be configured the same way as a regular bubble chart.

The second graph shows the forecast for the coming months and is based on the timeline widget.
This chart can be configured the same way as a regular timeline widget.

Below the two charts there are two lists. The first list contains the selected projects and the second list
contains the unselected projects.

Selected and unselecting projects allows for multiple scenarios to be analysed.

Selecting and/or unselecting projects can be done in two ways:

1. Clicking on the appropriate bubble (project) in the bubble chart (un)selects a project.

2. By dragging and dropping a project from one list to another.

Benefits definition and tracking

As of release 7.0 it is possible to register benefits within portfolio management and track their progress
related to the initiated, running and/or completed projects.

Note: Benefits have as of yet little built-in fields and will need custom field definitions to
implement definition and tracking possibilities..

By clicking the benefits tab (Benefits) the page refreshes to the list of defined benefits.
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-
m ﬁ Portfoliomanagement

Portfolio Management

Search [ ]

Benefit Layout

Ad Supley

Help Setup

Dashboard

Benefit map

Benefits

Ideas Archive

Less claims .| Lowerdamage
claims

Tools for .
screening

Screeningnew

enquiry

o Lower claims

Current policy

terms

Communicate More Customer

tarms

Migrated
policies

New webportal .| Newwebsite

use callcenter

More online Less calls

Benefits

+ Archive

Name +

Less calls

Less claims

Lower claims

Lower cost callcenter

| nwar rlamana rlaima

| Lowercost
-
o
N

.,

Edit

Promote S
website
Owner Description
Albert Swank Less calls to callcenter
Efienne Krame Reduction of claims to service desk
Dick Kriets Reduction of net claims
Erik Less on

Friwin Bnmhesk

Radurtinn nf nat claim artiale

List of benefits and their graphical representation with relations (map).

\
\
R d
(=]
i
S

Configure fitle Edit

Goal

Benefit

Change

Healty Insurance

retention P Division by end 2015

* All Benefits View ~

Benefits can be added, removed (1) and edited (2) as is common within the Principal Toolbox.

By clicking a benefit, the details are opened and can be edited. The page layout of the benefit is set by

using the page layout editor (3) in the same way as defining a project sheet!s

and administrators only).

(available to managers
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Benefit: More customer retention

Dashboard Documents History

Benefit status Configure

o 5 10 15 20 25 30 35 40 45 50
General
Name: Meore customer retention Last modified on: 22-Apr-2014
Description: +5% reselling on policies Last modified by: Michiel de Groot
Owner: Bob Hotho
KPI monitoring
KPI measurement: Interview Review date: 16-Apr-2014
KPI startvalue: 0 KPI current value: 22
KPI targetvalue: 27 Delivered: ]
Contributing Projects Edit  View
Name * Objective Benefit Benefits Risk g et vesall
rate priority score
AKO Online 125000 Low 120000 10
Basware 294000 Low 21300 &
Cascade Verkrijgen van snoepgoed in 140000 High ‘95000 7
het karton.
Consolidatie Reed Elsevier 200000 High 57000 [
Infraconsult Phase #1
Consolidatie Reed Elsevier 150000 Medium 10000 &
Materieel
Consolidatie Stafgroep 320000 Medium 200000 12
Extranet / DMZ - Fase 1 150000 Medium 55000 7
Extranet / DMZ - Fase 2 200000 Low 75000 8
Inbedding ingezet beleid Model voor het opzetten van 130000 Medium T0000 7
PRINCEZ projecten
Samenwerking stelsel 220000 Medium 200000 B
1929000 933300

Detail page of benefits

Within the detail page, default (1) and custom (2) fields can be edited as well as documents added or
removed (3) on a separate tab.

Each benefit can also be configured to list the contributing projects. This list is defined by a simple filter
to which the projects should match. From these projects, information can be listed.

Note: There is no built-in calculation from contributing projects towards the benefit. If needed,
this should be realised using custom field calculations.

3.1.4 Using custom dashboards

Custom dashboards are a way of providing a cross-portfolio view on the projects that are running
within an organisation. As an example, this could be used to list all projects related to a specific
business unit, service or product. Within a custom dashboard, reporting facilities are available to

SIMPLY FORTES.




Principal Toolbo

X7.5 Functionalities 56

create a tailored reporting model for the scope of the dashboard.

Note: Before release 7, custom dashboards were named portfolio dashboards.

Note: A custom dashboard primarily provides viewing information, it does not allow to modify
information.

To define the projects that will be listed within a custom dashboard, the so-called 'dashboard filter'
needs to be set. Click 'Set Dashboard Filter' and the filter widget appears to define the selection
criteria for the dashboard. Once set, click OK to activate the dashboard filter.

Fil

Archived

Contribution Key...

ter

Switch to Advanced Filter

No B

1,000 1]

* |Is greater than
|

Benefits Risk rate

Budget

Complexity Risk rate

Contact

Contribution Key Objectives

Costs Active Stage Only

Costs Actual

QK Cancel

Costs Actual Cumulative
Costs Budget

Costs Budget Cumulative
Costs Committed

Costs Committed Cumulative

Mnnte CAM

Buttons and dashboard filter

Only the so-called Dashboard owner (or administrators) may set the dashboard filter. Other roles on

the cust

om dashboard are described in permissions and roles| 18"

A custom dashboard has the same setup as a normal portfolio but lacks following functionality:

Functionality
Create/start

projects

Report requests

Saved versions

Remarks
A custom dashboard only shows existing (portfolio) projects and does not allow to
create or start new portfolio items/projects.

Portfolio reporting is done through the base portfolio of a portfolio item and cannot
be initiated through a custom dashboard.

Portfolio versions (and their portfolio items) can only be done through the base
portfolio. Custom dashboards can filter on saved versions if needed.

Financial Financials can only be viewed through the custom dashboard. Financials are
management managed through the base portfolio.
Configuration Configuration, except for the custom dashboard filter, is not applicable to the custom

dashboard. Configuration to the portfolio items is applied based on their respective
portfolio's.
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3.1.5

3.15.1

Portfolio model configuration

Each portfolio can be based on a portfolio model. Using a model ensures portfolios are configured in
one (or more) identical ways.
Items which are part of the model:

The page lay-out of the portfolio items

The reporting model

The automated reports (please see Automated reports |20 for more information)
The field configuration

The financial configuration

Note: all of the above items can also be set on each individual portfolio after it has been created

@ &

Dashboard Properties -

Automated Reports Edit
B3 Froject Prioritization

B3 Project Calender

Reports
Portiolio ltem

Products / Plan ltems

Portfoliomanagement

Portfolio Model: Portfolio Model

Financials

Partfolio Model

Edit Properties

Portfolio Items

Name

Previous versions

Name

Report Models

Name *

Portfolio Gantt Documents

Search - Ad Supley Help

Edit Members Edit Field Configuration

Edit Widgets -]

Customise Page Text

Dashboard Report Archive

New All Projects

Report Status  Last Published On  Current Stage Progress Status  Programme

* All Previous Version

Saved On Saved By Remarks by Owner

Mew  Impot  Export

Objective

Setup

View

View

Archive

Issues

Portfolio Report (monthly)
Risks
Quality reviews

Changes

Actions

Lessons leamed

Example portfolio model
Defining a project sheet

The page lay-out of the project sheet, which is shown when opening a portfolio item, can be
customized for each portfolio or portfolio model. The project sheet can be used in displaying the basic
project or initiative properties, including custom fields and status information. The page lay-out is
defined by:

1. From the Portfolio Management dashboard, open a portfolio model or one of the existing portfolios.
2. Press the button 'Portfolio item layout'.

3. Press the button 'Edit Layout'.

4. A new windows opens of which the left-hand allows for defining the layout, whilst the right-hand side
contains a list of all fields and properties that can be dragged onto the layout side.
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Change Page Layout

@ Here you can change the page layout. You can drop sections, components and fields into the page layout section.

Default page layout (deletes custom layout)
.
Custom page layout Layout | Components

Page layout Available Page Components

Label

Remove: Timeline Fiekd

Add Al b

Available Fields

Baseline
Current Baseline Final

To add a new section drag one
from the available sections on the
Tight to the page layout on the et
After that you can add fiekis from
the availzble fisids section.

From the avaiable fields section
click on & category tile and drag it
to the page layout o add &

complete category of fiekis s a | Costs
new section

To remove a section click on its
trashcan icon. To remove fieks
Simply drag them out of the
section

Editing the page layout
3.1.5.2 The reporting model

Portfolio reports allow one to define a reporting cycle which allows data to be published from project
level to the portfolio. To allow for this cycle to take place, a reporting model needs to be defined which
specifies what information needs to be captured.

Creating a new reporting model

Each portfolio can contain multiple reporting models. Each model can be used for different reporting
cycles. For example, one model could be used for a monthly reporting cycle and another one, more
detailed report, for a quarterly cycle.

To create new reporting model, follow these steps:

1. From within the portfolio model (or from an existing portfolio), press the button ‘New' which is
located in the header bar 'Report Models'.

2. In the new window that appears, enter a name and an objective for the new reporting model.

3. Press 'Save' to save the new reporting model.

Configuring the reporting model
The newly created reporting model uses some default settings. To customize the data that is to be
captured follow these steps:

1. From within the portfolio model (or from an existing portfolio), click on the name of the reporting
model that needs configuring.

2. Click on 'Model Configuration' and select the sections that are to be used in the report (property
section and / or finance section).

3. The 'Properties' section can be configured by pressing the 'Edit Page Layout' button in the 'Layout’
section.

4. The new window that appears contains three sections: the new page layout (left-hand side), the
layout components (right-hand side, top half), and a list of the available fields and properties (right-
hand side, lower half). The page components and fields situated at the right-hand side can be
dragged over the left-hand side to build a custom page layout to be used in the reporting model.
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Change Page Layout Save | Cancel
@ Here you can change the page layout. You can drop secfions, components and fields into the page layout section
) Default page layout (deletes custom layout)

@ Custom page layout Layout = Components

Page layout Available Page Components

] = = Page section

Remove Grid

Available Fields

Baseline

-
To add a new seclion drag one Current Baseline Final |i|

from the available sections on the
right to the page layout on the

left. After that you can add fields
from the available fields section.

m

From the available fields seclion
click on a category fitle and drag
it fo the page layout to add a . .
complete category of fields as a Capaclty_ panpng
new seclion IT Capaciteit

To remove a section click on if's
trashcan icon. To remove fields
simply drag them out of the
section.

By dragging fields and page components from right to left, a new page layout can be defined.
5. Press the 'Save' button to save the new page lay-out

6. Besides the 'Properties’ section, the 'Finance' section can be customized separately. Please refer to
'Financial Configuration'| 1" for more information.

3.1.5.3 Field configuration

Fields and properties which are used on the project sheet to show information about the portfolio item
are not automatically linked to the corresponding fields on the project. It is possible to set the
behaviour between these fields using the 'Field Configuration' button. Customizing the behaviour
between fields is mostly applicable to custom fields, although it can be changed for some pre-defined
fields as well.

Custom fields are added at project level and automatically appear on the Properties tab of the project
and the project sheet of the portfolio items (unless a custom page lay-out has been defined, which
means they have to be manually added). Although the fields at project and portfolio level appear to be
the same, since they're carrying the same name, their behaviour and therefore content may differ.

The behaviour of these fields is defined within the portfolio or on the portfolio model.

FOBTES Lg‘ ﬁ Portfoliomanagement COLLA...

Portfolio: COLLABORATION Portfolio kem Layout Edit Propertie

Dashboard Froperties - Scenario Planning Financials Fortfolio Gantt Diocuments

The button 'Field Configuration' is found on the portfolio or the portfolio model, as highlighted above.

The following behaviours can be set for both the project and portfolio fields:
¢ Fields can be made available or be hidden

¢ Fields can be made editable or read-only
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e Synchronization can be set: either off, or one-directional from project to portfolio or the other way
¢ Or the fields can be set based on a customized calculation (behaviour set to ‘custom’)

Note: Synchronization only works one way! It's either synchronized from project to portfolio or
from portfolio to project, but not both ways.

Note: Only use 'custom’ behaviour when told to by Fortes Solutions.

Changing the field configuration
1. From within the portfolio model (or an existing portfolio) press the button 'Field Configuration'. A
new window will appear which contains a list of all project and portfolio fields and their behaviours.

2. Press 'Edit’ to change the settings of the fields.

Collaboration Close ~

@ This page configures the behaviour of custom fields and system fields for projects.
Modifications to the standard field configuration are shown in blue.

Custom Fields | System Fields

Custom Fields Edit * Default view
Portfolio Project
Category Name Availability EditLevel Behavior Availability EditLevel
KPI Score 20% IT Cost Available Editable Custom Available Mot Editable
Reduction (KFPI
Score)
KPI Score Global Awailable Editable Custom Available Not Editable
Collaboration
Environment
(KPI Score)
KPI Score IT for Green Available Editable Custom Available Mot Editable
(KPI Score)
KPI Score IT to support Available Editable Custom Available Mot Editable
Integrated
Processes (KPI
Score)
Portfolio Gewenste Available Editable Custom Available Mot Editable
Einddatum
Portfolio Gewenste Available Editable Custom Available Mot Editable
Startdatum
Portfolio Toelichting Available Editable Custom Available Mot Editable
Financiele
dekking
Portfolio Benefit Available Editable Custom Available Mot Editable
Prigritization
Portfolio Benefits Risk Available Editable Custom Available Mot Editable
Prigritization rate

Portfolio Eudget Available Editable Custom Available Mot Edilable L
Prioritization

Field configuration

3. Choose one of the following combination of options on the project or portfolio side:

Settings Options Resulting behaviour
No Local Configuration No configuration applicable
The field will not be available
Not Available for use at portfolio and / or
Available project level
The field will be available for
Available use at portfolio and / or project
level
No Local Configuration No configuration applicable
. The field is not editable at
Edit Level Not Editable portfolio and / or project level
. The field will be editable at
Editable portfolio and / or project level
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3.154

The field will be editable at
portfolio level up until the
moment the corresponding
project has been created (this
option is only available on the
portfolio side)

Editable before project start

No Local Configuration No configuration applicable

The field will be synchronized
from portfolio to project level,
or the other way around (one
way only)

The field will be synchronized
from project level to portfolio
level as soon as the
corresponding project has
been created.

The behaviour of the field is
defined by a custom
calculation as provided by
Fortes Solutions

Synchronized

Behaviour Synchronized after project
start

Custom

4. Press 'Save' to save the altered field configuration.

Note that alterations to the configuration is shown in blue. If not altered, the configuration follows the
normal inheritance behaviour:

System default Portfolio model Portfolio

configuration configuration

Inheritance of field configuration
Financial configuration

Within the portfolio, the individual project sheets, and within the portfolio report on the project, financial
overviews can be shown and filled out. The financial overview displays budgets, actual and committed
costs, and a forecast.

The following items of the financial overview can be configured to suit different needs:

The behaviour and the resolution of the fields Budget, Actual, Committed and Forecast.

The financial period that should be displayed (current period, previous period and the period
following the current one)

The financial categories that should be displayed

Other display options

Configuration
1. From the Portfolio Management dashboard, open a portfolio model or one of the existing portfolios.

2. Open the 'Financials' tab and press the button 'Finance Configuration'.
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FORTES ﬁ ﬁ Portfoliomanagement COLLA.

Portfolio: COLLABORATION

Dashboard Properties - Scenario Planning Financials Portfolio Gantt Documents

Finance Configuration
3. The window that opens allows the financial configuration to be changed
4. Select 'Use custom configuration', which will bring up more settings

5. The following items can be configured:

Financial periods : Set the current financial periods, and whether to show the preceding
and / or next financial period

Behaviour : Change who can edit which fields at which point in the process
Forecasting process : Define which part of the period should be displayed for forecasting
purposes

Financial categories : Determine which financial categories will be available for use
Display options : Choose whether to show financial categories which have no data
attached

Configure Finance Process

@ Configure the financial periods to show within the financial overviews. The current financial peried is based on the "current period start’ date. Select the categories to use
within the portfolio. A custom configuration is only available when this is permitted at a higher level (Portfolio model).

(©)Use configuration from related portfolio (model)
@ Use custom configuration

Set Financial Periods

Current financial period

Starts on firsgt of: July -
Time scale: Per month -
Duration: 1 ~ years

Preceding financial period

Show preceding period? 1=

Summarise all up to current period: @ves
©No

Succeeding financial period
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Show succeeding period? ~

Summarise all after current period:

Time scale: Per quarter -

Duration: 2 ~ | years

Set Behaviour

@ Configure how to work with the different financial types. Choose behaviour of the type and in what level of detail the information should be shown for the current period.

Behaviour
Reserved: Editable by portfolio manager, not visible by project manager
Budget: Editable by portfolio manager, visible by project manager
Actual: Wisible by project manager and portfolioc manager, values are imported 7 from time sheets
Committed: Mot used
Forecast/EAC:; Editable by project and published to portfolio

Level of detail current period

4

Single value, complete current
- ijingle_ \r_alue_, c_ornplele current
- _Pel tir!ﬂe_ sca_\e._ complete current
- E’el tir!ﬂe_ sca_\e._ complete current

« Single value, complete current

-

-

Configure Forecasting Process
@ Configure how to forecast costs within the projects of the porifolio.

Forecast start date This month

Allow to override start of forecast start date on report request ~

Set Financial Categories

ze all available categories
se selected categories:
Selected Categories:
Capex
Opex

Available Categories:
External

Set Display Options

@ The financial overview will always show all financial categories with data. Choose whether to show other (selected) categories as well
Mote; When many categories are selected the performance may be affecled.

Also show categories without data ~

OK | Cancel

6. Adding new financial categories is done from the 'Setup' and ‘Configuration’, in the 'Financial
categories' section. This can only be done by an administrator.

~ | Help | Support | Setup ~

Projectmanagement Prince2 FAQ | Proj | Import /

Home | Portfolio Manage:

Configuration

Options o= Manage Financial Categories
Principal Toolbox Financial Categories Mew Remove @ * All Categories ~  View Options ~
Nntlﬁl:aflnns N Name & Description
MS Project integration
Capex
Conversions
Opex
Manage Hour Rates
Project Plaza

Currencies

Manage Skills
Time Entry
Manage enfries
Manage Mon-project Activity Sets
Resource Allocation
Customize fields
Approval entries

Creating financial categories

3.2  Project Management

The Principal Toolbox allows for different project models that provide different approaches to project
planning. As of release 6.5, following project models: are supported:

- Classic PRINCE?2 Project/ 64
- Generic PRINCE2 Project/112)
- Single Sheet Project/125)
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For help on project planning, tracking etc. please refer to the classic project planning| 4. Special
instructions for the other models are provided at the appropriate sections.

All type of models can be customised to the needs of your organisation. For help on this topic, please
refer to managing project models|122

As of release 6.5, the option exists to migrate classic PRINCE2 projects to generic PRINCE2 projects.
Please refer to project migration|247 for more information.

1 Special models may exist as well within your setup (provided by Fortes Solutions on customer request).

3.2.1 Classic PRINCEZ2 Project

The classic PRINCE?2 project allows for a strict planning according to the PRINCEZ2 project
management methodology. It does not allow for activity planning, only stages, work packages and
products are supported.

The next sections provide information on using the project:
- Project dashboard| &4

- Planning a project! 68

- Managing a project/ e

- Finishing a project/11h

Most topics apply to other project models as well.
3.2.1.1 Project dashboard

The project dashboard is one of the most important windows, because it enables the project manager
to monitor the progress of the project.

-
FORTES im ﬁ Projectmanagement Unified Audioc Search ] Rob van Noortsingel Help Setup

Project: Audioconferencing o EditProperies  Edit Members
Dashboard | Propetties - Product Breakdown  PRMT=—®="1 = R M t- D FartluhaRe\de

i=Logs Stage1 Stage 2
Fase 2: Ideas Fase 3: Feasability Fase 6: Closure
Fase 4: Build / Test
[ 1ssuelog

[@ Quality review log

Managing Project
Delivery
Change log
B Project Soard M Project Manager M Team Members
[®] Daily/Action log
L] Lessons learned lo .
“ Products V4 Edit Project Plan Set Baseline + -

M) Minutes of meetings [ Fase 2 Ideas @
1l Automated Reports / [@ Fase 3: Feasability @
B3 Hoofdpunten Rapport @ @ Fase 4: Build / Test

[® Fase 5: Deployment/ Rollout
) Fase 6: Closure

Oowner start Draft Checked Final F 00 R/ [@ [ &
@ 651 Evalieren - 21-Mar2012 - - 08-Apr-2012
@ 6.2 Decharge Document opstellen - 05-Apr-2012 - 1-4pr-2012
@ 6.3 Beshiten Decharge - 12-Apr-2012 - 12-Apr-2012
*

6.4 Archiveren — 13-Apr-2012 - - 15-Apr-2012

Project dashboard

1. Tabs
The tabs are standard for each project. Depending on your organisation's license some tabs might
not be available. The name of the tab indicates the content of the page:
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3.21.2

- Properties
- Product breakdown

- Plan

- Gantt
- Product Flow (add-on)

- Activity Planning (add-on)

- Resource Allocation (add-on) :

- Documents

- Portfolio Report (add-on)

- Reports

- Guide

Logs

Includes all project properties including custom fields and
portfolio information.

A decomposition of the products realised by the project. The
tab gives a graphical representation of the breakdown.

To set milestones and assign resources to the different
products.

Overview of the project's hours and cost.

Graphical representation of the project products/activities and
export functionality to MS Project.

When the MS Project add-on is available you can integrate with
MS Project. Furthermore the Product Flow Diagram is visible.
When the MS Project add-on is available you can see the latest
published project plan

When the Resource Allocation add-on is available, the Project
Manager is able to request resources from resource pools. It
also gives the Project Manager an overview of the requested
and allocated resources.

To manage project related documents the Project Manager can
use the tab ' Documents'. This tab makes it easier to search for
specific documents within a project. The tab gives you several
options to search for documents.

When the Portfolio Management add-on is available and the
Portfolio Manager has requested a report, the Portfolio Report
tab will appear. The Project Manager can update the requested
information on this tab and publish it to the portfolio.

Report functionality about the products, cost / hour entries and
resource assignments of the project.

Explanation of the project in order of time (stage, products and
templates)

It gives an overview of the logs/10?] that are used in a PRINCE2™ environment. A counter is
displayed for each log indicating the number of items there are for each log and if there are new
items. The log is selected by clicking the name of the log.

Automated reports

A list of all automated reports |20t available within this project.

PRINCE2™

Here you see the PRINCE2™ process model on which your project is based upon. The stage your
project has reached is highlighted (yellow stage) and you can quickly go to the details of a stage by

clicking a stage.

Product list

Here you find the product planning concerned with the various stages and work packages.

Functions at project level

Here you can compose the project team (Edit members), edit the general project information (
Edit see point 2), use the search function, make a print of the current page, inform the project
members by email and export key project information to a zip file (‘Pack project offline’). See the
section about pack project offline for extra information.

Edit plan

With the ‘Edit plan’ button you can design and modify your project plan. Furthermore you can
produce a product breakdown structure here. (See section product breakdown|72Y).

The use of colours within projects

Stage colour

On the project dashboard, colours are used to indicate the active stage, types of products and to draw
attention to potential problems.
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The active stage in your project is coloured yellow, the other stages are grey. It does not mean the
other stages cannot be edited, it is an indication and used for filtering purposes in certain views. In the
product checklist, stage names are shown in black. On the Gantt chart, stage bars are also shown in
black.

Types of products

Three types of products are identified in Principal Toolbox. Throughout the Principal Toolbox, these

are shown in the following colours:

e Green: products of the project board, mostly authorisations and decision points.

¢ Blue: project management products, like the project mandate, PID, highlight reports etc.

e Amber: Specialist products. Specialist products are all products that are part of the product
breakdown and define the final result of the project.

Work packages are shown in a bold amber font type. On the Gantt chart, work packages are solid
amber.

Stage 1 Siage 2
Fase 2: Ideas Fase 3: Feasability Fase 6: Closure
Fase 5: Deployment / Rollout

Managing Project
Delivery
W Project Board M Project Manager [ Team Members
Active stage in maroon
Products Edit Owner & Milestones Edit Project Plan Set Baseline +y -
[® Fase 2: ldeas
(® Fase 3: Feasability
(® Fase 4: Build / Test
[5) Fase 5: Deployment / Rollout
Owner Start Draft Checked Final F DD RQGC®
" 5.1 SLA DAP en DFA definitief maken - vy - - v
e = ed zetten implementatie accepiatieomgeving Kai Waningen 08-Apr-2014 - - 17-Apr-2014
5.3 Acceptatie gebruikers - 15-4pr-2014 - - 30-Apr-2014
5 ive ‘Yvonne Veenma 05-May-2014 - - 22-May-2014
s verdracht Run & Maintain - 27-Jun-2014 - - 27-Jun-2014
5.6 Mazorg Brigette Tighe 27-Jun-2014 - - 27-Jun-2014
5.7 Acceptatie oplevering - 27-Jun-2014 - - 27-Jun-2014
[© Fase6: Closure
Owner Start Draft Checked Final [P BP0 (R (@) (€) (&)
6.1 Evalueren ‘Yvonne Veenma 29-Sep-2014 - - 29-Sep-2014
6.2 Decharge Document opstellen - 27-Jun-2014 - - 27-Jun-2014
6.3 Besluiten Decharge Judith Remkes 27-Jun-2014 - - 27-Jun-2014
6.4 Archiveren - 27-Jun-2014 - - 27-Jun-2014

Active stage indicated by line at the front of the stage. Passed planned milestones in red. If final milestone has passed,
red indicator in front of product.
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i Mame Start Planned  Final Planned  Percenta 2014 2015
1 in v 1 it
[ Apolle 07-Jan-2014  01-Sep-2015 3% |
® [z} Project start-up 07-Jan-2014  19-Feb-2014 579,
« Project Mandate 07-Jan-2014  24-Jan-2014 100% .=
. Initiation Stage Authoriation 03-Feb-2014  15-Feb-2014 0% —
[ Project initiation 17-Jan-2014  17-Oct-2014 0% | "
Initial Business Gase 31-Mar-2014  15-May-2014 0% E—
a8 Initiation Stage Plan 22-May-2014  25-Juk-2014 0% —
Project Initiation Document (PID) ~ 14-May-2014  06-Jun-2014 0% —
Next stage plan 23-May-2014  18-Aug-2014 0% —
Project Authorisation 17-Jan-2014  17-Oct-2014 0%
[ Execution stage 1 25Jun-2014  17-Dec-2014  17% [ |
[ Work Package 1 25-Jun-2014  05-Dec-2014 18% R —
Product 1.1 25-Jun-2014  10-Sep-2014 51% I —
Product 2.1 11-Sep-2014  02-0ct-2014 0% f—
Product 3 03-0ct2014  05-Dec-2014 0% [—
Product 1 16-Ju-2014  12-Sep-2014 0% —
Highlight Report 10-Dec-2014  12-Dec-2014 0%
End Stage Report 15-Dec-2014  15-Dec-2014 0%
Hext Stage Plan 16-Dec-2014  16-Dec-2014 0%
Next Stage Authorisation 17-Dec-2014  17-Dec-2014 0%
[ Execution stage 2 19-Jan-2015  21-Jul2015 0% .
[ Work Package 2 19-Jan-2015  14-May-2015 0% | |
Product 1.2 19-Jan-2015  06-Feb-2015 0% IIL
Product 2 09-Feb-2015  03-Mar-2015 0%
Product 2.2.1 04-Mar-2015  22-Apr-2015 0% H
Product 2.2.2 23-Apr-2015  14-May-2015 0%
Highlight Report 26-Jun-2015  17-Julk-2015 0% -
End Stage Report 20-Jul-2015 0% ¥
Next Stage Plan 20-Jul2015  20-Jul2015 0% !
Hext Stage Authorisation 21Juk2015  21-Jul2015 0%
[ Project closure 24-Aug-2015  01-Sep-2015 0%
Lessons Leamed Report 24-Aug-2015 0%
Follow-on Action Recommendalions  24-Aug-2015  28-Aug-2015 0%
End Project Report 31-Aug-2015 0%
Project Decommissioning 31-Aug-2015  01-Sep-2015 0%
12May-2014  13-May-2014 0% "
< >

Different colours for different planning types

Indication of potential problems

On the project dashboard, dates are default depicted in black. If a date is either today or in the past, it
is shown in red to draw attention.

In front of the product names indicators show potential problems:

®
(red)

Final planned date has passed.

(yellow)

An inconsistency is present with the product milestones (e.g. start milestone is
planned later than the draft milestone)

o)
(blue)

Is shown when a conflict arises due to conflicting dependencies. If an end date of a *
Predecessor’ is delayed or planned later than the start date of the ‘Successor’ a blue
traffic light is shown to indicate a problem.

In the following section, the use of RAG indicators| 221 on programme / project list dashboards is

explained.
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3.2.1.3 Planning a project

Project planning within the Principal Toolbox can be done by following these seven steps:

Defining a product breakdown structure. [ 701

Defining stages and work packages.| 73

Assign products to work packages.| 76

Planning the milestones of the project (basic |73 or advanced option| 7).
Assign responsibilities for products| &2

Assignment of budgets (hours and costs). [ 84

Defining dependencies between products. | &1

NogkrwnE

This sequence is just a suggestion. An iterative planning process is always possible; editing your
project plan and other data remains possible throughout your project.
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3.2.1.3.1 Creating a project

Projects are always created from a programme or project list dashboard. To create a new project do
the following:

1. Go to the dashboard of the programme or project list.
2. Click the + in the Project listing heading. The window ‘Add Project’ appears.

Add Project

@ Add a project based on the required project model. Provide the basic information like name, objective etc. and add members.

Project properties

Name:

Objective:

Project Model: Standard Prince2 2009 Project Model ¥
Product Planning Type: Princ ipal Toolbox + Planning Export ¥

Add project members

- Available users.
Project Manager(s)

Rob van Noortsingel - = Add Ad Supley

Albert Swank
Remove -> All Customers
AllPartners
i Ashfague Chowdhury
Project Support Berend Tel

- < Add Bjorn Grob
Bob Hotho
T Bram de Vuyst
Cindy van Kerkwik

l»

Danielle van Roojen
Dick Krists
Project Board - Executive Doug Gore
N < Add Eduard van Zeeland

Edwin Koose

E— Erik Aalbersberg
> Etienne Krame
Fortes (User group)
Project Board - Senior User Gabor s van Heemst
Hans Spread
Henk Daniél
Henny ans
- Remove -> Jan-Wilem Boots
Johan Steurvis

John Mitchell
Jon Wright
E < Add Jon Zwart
Jugith Remkes
Remove -> Juliette van Duf
Kai Waningen
Kevin Cotirell
Project Assurance Lejla Ramis

o ] Liza Marie van Esch
Lonneke van Ros

Product Planning Type: Principal Toolbox + Planning Export ¥

Project Board - Senior Supplier

Add project members

- Available users
Project Manager(s)

Rob van Noorisingel - < Add 44 Supley

Albert Swank
Remove -> All Customers
All Partners

|

Ashfaque Chowdhury
Project Support Berend Tel

- < Add Bjorn Grob
Bob Hotho
e Bram de Vuyst
Cindy wan Kerkwik
Daniele van Roojen

Dick Kriets
Project Board - Executive Doug Gore
o < Add Eduard van Zeeland

Edwin Koose

) Erik Aalbersberg
- femove = Etienne Krame
Fortes (User group)
Project Board - Senior User Gabor /is van Heemst
Hans Spread
Henk Danigl
Henny Vans
- Gz Jan-Wilem Boots
Johan Steurvis o

- = Add

Creating a new project

3. Fill'in the appropriate data at ‘Project properties’:
Name . Project name
Objective . Short description of the project's objective
Project model . Select the project model on which the project will be based
Product planning : If the add-on Microsoft Project Client Integration is available, you have the
choice to plan your project using MS Project. This adds the possibility
(however much more complexity!) of activity based planning.

4. Scroll to the ‘Add project members’ section and add the project manager from the list of *
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Available users’. If known, you can add the other members as well. With the search option a
specific user can be found easily.

Depending on your system settings, this page either shows you the roles project manager, project
board and team members or it will show all PRINCEZ2 roles e.g. Senior supplier, project support,
project assurance.

Add project members

- . Select project members.
Project managers Available users

Erik Aalbersberg Q Available users
— Add Albert Swank Project Manager(s) &
Peter Cole
Arjan van der Laan < Add Albert Swank
Henk Visser Remove = Avjan van der Laan
Herman Mulder Enk Aabersperg
. ek Visser
- Ivo Rings Project Support Herman Mulder
Project board Pater Cole Ivo Rings
Jan Jansen Richard de Groot < Add Jan dancen »
Jeroen van Bameveld Ruud Peltzer Remove - o e
John Edwards Ruud v. Weerdenburg Peter Cole
=<- Add Theo van Wirdum —_————————————————  Richardde Groot
Project Board - Executive Ruud Pelizer
Tom Maassen John Edwards Ruud v. Weerdenburg
Yung Ji-Lao < Add Samuel Davies
. Support Administrator
Remove Theo van Wirdum
Tom Maassen

Remove -=

Remove >

Project Board - Senior User Yung JiLao

Project team members Erikc Aalbersoerg =

‘Samuel Davies Remove =
Support Administrator

Project Board - Senior Supplier
<- Add

Yung JiLao
Remove =

< Add

Project Assurance

< Add
Remove =

User Group (optional)
< Add
Remove =
Supplier Forum (optional)

< Add

Project Team - Team Manager(s)
Richard de Groot
< Add

Remove =

Project Team - Team Member(s)

Herman Mulder

Arjan van der Laan e

Rud v. Weerdenburg Remove

Edit members; limited role set Edit members; all PRINCE2 roles
5. By clicking ‘OK’ the project will be created.

Note: Creating a new project can be done by the system administrator, and manager and readers of a
programme / project list.

3.2.1.3.2 Defining a product breakdown structure
The definition of a product breakdown structure assists in thinking through the result of the project, i.e.
the final product. The final product of a project is broken down into manageable parts in the product
breakdown structure. These parts are called specialist products and can be both physical products as
well as documents.
Note: Only project managers and project support can edit the project plan.

Stages are edited in the 'Edit Project Plan' window. Before starting any action, go to this window from

the project dashboard, product breakdown tab or plan tab, by clicking

The Edit Project Plan window - introduction

The ‘Edit Project Plan’ window is divided into two parts. On the left hand side you find the project plan,
i.e. products that are present in your planning and on the project dashboard. On the right hand side
you find an area where you can define new products, the product breakdown structure and work
packages. In the Principal Toolbox, it is possible to have products defined and not use them in the
planning. These can be kept in 'storage' on the right hand side of the window. See the remarks below
for further explanation.

Three tabs are present on the right hand side of the window

Specialist: use this tab to define the product breakdown structure with amber colored specialist
products.
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Management: use this tab to organize the stock of management products.
e Blue products for the project manager,
e Green products for the project board (e.g. authorizations and decision points).

Work Packages: here you can define new work packages.

Edit Project Plan

New stage New man. product | Mew man. product Copy products
Specialist Management | Work packages
Project plan L . packe

Fase Product Breakdown

230

2.4 Go/ No-Go project
Project plan

Fase 3: Feasability

31M

Unassign

To rename, double-
click on item.

Fase 4: Build / Test
To permanently remove items
drag them into the trash can

Remove

m

Edit project plan

Some remarks about the mechanisms of this window.
¢ All products and work packages are shown on the right hand side of the window. If they are used in

the project plan, they will be shown grey in the right half of the window. If they are not used in the
project plan, they are colored (blue/amber/green) on the right hand side. You could consider the right
hand side a (temporary) storage space for products not planned for delivery. This can be useful
when templates or helpful texts are present you don't want to lose.

Creating new stages / work packages / products is done by dragging them from the top of the
window into either side of the window. Any of the items shown below can be dragged onto the
project plan.

New stage Mew man. product Mew man. product Copy products

Important: when placing an item, check your mouse pointer. A black line must show to create a new
item. If no black line shows at your mouse pointer, move your mouse around until you see it appear.

Creating new specialist products: drag them onto the product list. The tab 'Specialist' will come to
front if it wasn't. Drop the new product when you see the black line appear.

Deleting items: only products / work packages which are not used in the project plan (i.e. not present
in the left half of the window) can be deleted. Deleting items is done by dragging them onto the trash
can in the upper right hand corner.

Select multiple items at once by clicking the first, then click the next item while keeping CTRL or
SHIFT pressed. CTRL lets you select multiple items one by one, SHIFT will select all in-between
lying items at once.

Deleting stages is done by dragging the stage directly onto the garbage bin. Products and work
packages present in the stage are retained on the right hand side of the window.

A detailed description of how to create or change the product breakdown is given in the next section.
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3.2.1.3.2.1 Creating the product breakdown structure
Note: Only project managers and project support can edit the project plan.

If a product breakdown is already present, you can choose to either rename and re-order the products
in the product breakdown, or you can delete the products from the present breakdown and start with
an empty list.

e To rename items, double-click a colored product and enter the new name in the pop-up.

¢ If the product is grey, look it up in the project plan on the left side of the window and double-click the
product there to rename.

e To delete products, they must not be present in the project plan. First drag them to the right hand
side of the window, then onto the garbage bin.

e To add products, drag to the position you want to insert the new product. Check the
mouse pointer, it must show a black line.

¢ Change the order of products by dragging them to the right position.

e To change the hierarchy, use the arrow buttons in the right hand corner. Be sure to be on the
specialist tab.

Specialist Management Work pac kages

Product Breakdown e

W
W

—

Product Bre

Move, delete and rename products:

e The order of the products in the list can easily be changed by dragging the specific product to the
correct location.

¢ To remove a product from the product breakdown, click the product and drag it to the recycle bin.

e To change the name of the product, double-click the product and change the name.

How to assign products to stages and work packages is described in the next sections.

3.2.1.3.2.2 Graphical view of the product breakdown

After editing the product breakdown, a graphical overview of the product breakdown is shown on the
tab 'Product breakdown' in your project.

1. Go to the tab ‘Product Breakdown'.
2. On the left (Breakdown representation) you can select the view ‘Graphical (All products)’. A view
similar to the view beneath will be shown.
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FORTES {1; ﬂ Projectmanagement

Unified . Audioc.. Search [a) Rob van Noortsingel Help Setup

Project: Audioconferencing

EditProjectPlan 63
Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ Documents Portfolio Report Reports Guide
Breakdown representation
Graphical layout (all products) [0 =assigned to plan (] = unassigned product
Graphical layout (assigned products)
[ [ [ [ [ [ [ [ [ [ [ [

Project 4.1.2 Kick- 413 ESE) 427 [42.2 Revi 474 (4.2.5 Testen] 428 5.4 Go Lve’ 55 5.6 Nazorg | [4.2.1 Projeet] 4

off gesprek | | Bestelingsn| | Realisatie || Concept ml Definitieve [Testrappor.. Overdracht Contract Car

Zouw | [Testplznnen Testplannen| Run & Testen Lat

Maintain Akkoord Doct

7171 Detal

53 5T SIA, | (52 Gereed
Ontwerp || Acceptatie | [0AP en DFA/ |~ zetien
Froject || gebruikers || dsfinitist || implement. .
Contraet maken | |acoeptatie

Product Breakdown Structure

Products which are not assigned to a work package are shown in grey (and are not part of the project
plan). Products assigned to a stage and / or work package are shown in yellow.

Assigning products to stages and work packages is described in the next two sections.
3.2.1.3.2.3 Editing stages

Note: Only project managers and project support can edit the project plan.

Stages are edited in the 'Edit Project Plan' window. Before starting, go to this window from the project
dashboard, product breakdown tab or plan tab, by clicking 'Edit Project Plan'.

Edit Project Plan

Cancel

Newstage  New workpackage New man. product | | New man. product Copy products

Speciast | Management | Work packages

Project plan

Fase 2: Ideas = Product Breakdown
2.1 Opzetten projectadministratie 8
2 stellen BRD

2.3 Opstellen Project Charter

24 Gof No-Go project

New

Project plan
Fase 3: Feasability

ken Detail Ontwerp
ceptatiec riteria opstellen
3.3 Dienstbeschrijving maken
3.4 Opstellen Project Contract
35 Go / No-Go Oplossing

Fase 4: Build / Test

Unassign

To rename, double-
click on item.

To permanently remove items

:"“ Bouwer drag them into the trash can.

Remove

o

Before editing stages, first open the 'Edit project plan' window.

Renaming a stage
To rename a stage, double-click its name. Edit the name in the pop-up.

Adding a stage
To add a stage to your project plan, drag 'New stage' from the top of the window (shown below) to the
right position in your project plan (the left side of the window).
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Edit Project Plan

Cancel
New stage  Hew workpackage ew spec. pro Mew man. product | New man. product Copy products
. Specialist Management Work packages
Project plan D_ = e
v — = Product Breakdown
21 Opzetten projectadministrat a New

2.2 Opstellen BRD
2.3 Opstellen Project Charter
2.4 Go/ No-Go project

Project plan I
Fase 3: Feasability |
3.1 Maken Detail Ontwerp 1
ceptatiecriteria op: Unassign
3 Dienstbeschriiving maken
4 Opstelen Project Contract
3.5 Go/ No-Go Oplossing To rename, double-
click an item

Fase 4: Build | Test
T To permanently remove items
AT e drag them into the trash can

Remove

Run & Maintain

ot Testen Akkoord
aunch Document

i

Add a stage by dragging 'new stage' into your project plan.

Moving stages

To move a stage, click its name and drag it to the right position. Check the black line indicating where
the stage will be positioned.

Deleting a stage

To delete a stage, click its name and drag it right onto the garbage bin in the upper right hand corner
of the window. If the stage contains products and/or work packages, these will be moved to their
respective tabs on the right hand side of the window, so these will not be deleted.

Edit Project Plan

Cancel

New stage  Hew workpackage ew spec. pro Mew man. product | New man. product Copy products
. Specialist Management Work packages
Project plan D_ = e
v — = Product Breakdown
21 Opzetten projectadministratic a New

2.2 Opstellen BRD
2.3 Opstellen Project Charter
2.4 Go/ No-Go project

twm

Project plan I
Fase 3: Feasability |
34 Detail Ontwerp |
2z Unassign
3.4 Opstellen Project Contract
3.5 Go/ No-Go Oplossing To rename, double-
click an item

Fase 4: Build | Test
T To permanently remove items
AT et - - drag them into the trash can

Remove

Delete a stage by dragging it right onto the garbage bin.

3.2.1.3.2.4 Editing work packages
Note: Only project managers and project support can edit the project plan.
Work packages are used to assign multiple products to the same team (PRINCE2), or as a means of

making a further subdivision in stages. Principal Toolbox uses them to calculate summarised start and
end dates, and subtotals of costs and hours.
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Note: empty work packages result in errors when the Principal Toolbox calculates progress on
the project dashboard, so only use work packages with products inside (see the section

planning products| 7).

Stages are edited in the 'Edit Project Plan' window. Before starting any action, go to this window from
the project dashboard, product breakdown tab or plan tab, by clicking 'Edit Project Plan'.

Edit Project Plan Save Cancel
Newstage  New workpackage ew spes. product | | New man. product | | New man. product Copy products
Specilst | Management | Work packages
Project plan D_ = e
Fase 2: Ideas =) Product Breakdown
2.1 Opzetten projectadministratie 8 New o
22 Opstellen BRD -
2.3 Opstellen Project Charter =
24 Go / No-Go project t: s DEvECE O

Project plan
Fase 3: Feasability

3 n Detail Ontwerp
statiecriteria opstelen Unassign
ienstbeschriiving maken
3.4 Opstellen Project Contract
3.5 Go/ No-Go Oplossing To rename, double-
click an item

Fase 4: Build | Test
Ta permanently remove items

drag them into the trash can,

Remove

o

4.3.8 Training befy

Before editing work packages, first open the 'Edit project plan' window.

Renaming a work package
To rename a work package, double-click its name. Edit the name in the pop-up.

Adding a work package

To add a work package to your project plan, drag 'New work package' from the top of the window
(shown below) to the right position in your project plan (the left side of the window).

Alternatively, you can first define the work package in the right hand side of the window, and then drag
it to the right position in your project plan.

Edit Project Plan
New stage  New workpackage New man, product W man. [
Project pian Specialist Management
Fase Product Breakdown

Project plan

3.1 Maken al Ontwerp

Unassign 49 ck-off oesprek

32 Accey

3.3 Dienstbesc hriving

To rename, double-
click on item

Fase 4: Build / Test

To permanently remove items
drag them into the trash can

Remove

Add a work package by dragging 'new work package' into your project plan.
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Moving work packages
To move a work package, click its name and drag it to the right position. Check the black line
indicating where the work package will be positioned.

Deleting a work package
To delete a work package, click its name and drag it to the work packages list on the right hand half of

the window. Only work packages that are not present in the project plan anymore, can be deleted by
dragging them from the right hand part of the window onto the garbage bin (step 2 in the figure below).

Edit Project Plan

New stage New New man. product New man. product

Specialist Management Work

Project plan
Fase 2: Ideas = Product Breakdown

tien projec tadministratie ] New

=len BRD

Fase 3: Feasability

e rit

opsieller
chriving makes

nassign

4 Opsteden Progct Contract

plossing To rename, double-

click on tem

Fase 4: Build / Test
Topermane] 2
drag them |

Deleting a work package: 1) drag it from the left part to the right hand part of the window.
2) Drag it from the 'work packages' tab onto the garbage bin.

3.2.1.3.2.5 Planning products

Stages are edited in the 'Edit project plan' window. Before starting any action, go to this window from
the project dashboard, product breakdown tab or plan tab, by clicking 'Edit project plan'.

Defining new products

You can find an explanation of creating a product breakdown|73in the appropriate section. The
definition of management products works in almost the same manner. Drag 'New man. product' onto
the right hand part of the window. Use the blue management products for products of the project
manager (like the project plan, highlight reports etc.). The green management products are meant for
the project board (e.g. project authorisation, next stage authorisations etc.).

[ Mew man. product | [ Mew man. product |

Adding products to the project plan

Products are always added to stages, and optionally to work packages. To plan products, simply drag
them from the right hand side of the window to the correct position in the stage or work package. Click
the 'specialist' tab for products that are part of the product breakdown. Management products are
found on the 'management’ tab.

Products which have been placed in the project plan are grey in the product breakdown overview, or
the management products overview. The way to set planning dates for your project is described in the
chapter planning product milestones| 771,

Hint: check the use of colors of products etc. in section ‘the use of colours within projects|es?

Making a product mandatory
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It is possible to make products mandatory. This means that a product is set in the project plan. A
project manager is not able to change or delete the product. When a project manager wants to change
the project plan the mandatory products are highlighted with a small lock. This immediately shows
which products are mandatory.

Edit Project Plan Save Cancel

Newstage  New workpackage ew spes. product | | New man. product | | New man. product Copy products

Project pian Specilst | Management | Work packages
) - Product Breakdown

2.1 Opzetten projectadministratie 8 New
2.2 Opstellen BRD

2.3 Opstellen Projec
2.4 Go f No-Go project

Project plan
Fase 3: Feasability
3 n Det

Unassign

3.5 Go/ No-Go Oplossing ouble-
click an item
Fase 4: Build | Test

4.1 Bouwer Ta permanently remove items

drag them into the trash can,

Remove

B

eedmaken implementatie

Mandatory products in the project plan

The setting ‘mandatory’ is part of the product properties and therefore visible on the product page. A
mandatory product within a project model can only be modified by the model owner and within an
ongoing project by the system administrator.

To make a product mandatory, go to the product page of the product you would like to make
mandatory. Click on Edit and check the box that says 'Mandatory'. Then click on Save to save your

Master Demo database > Prok > G > Unified Communic ations > Audioc onferencing > Fase 4: Build / Test > 4.1 Bouwen > 4.1.2 Kick-off gesprek
Product: 4 1 2 Kick-off gesprek rd Change Picture Close Edit Widgets
General ~ Logs Dependencies Costs & Hours Resource Demand
Name: 4.1.2 Kick-off gesprek Planned date Actual date
Description: 7 Start: 01-Dec-2011 12-Sep-2011
Owner Group: Team Draft:
Owner: - Checked:
Reviewer: - 4 Final 1 4-Dec-2011 12-Sep-2011
Participants:
Duration In Working Days: 10.00
Priority:

Planning Status:
| Mandatory: | o v

Making a product mandatory on the product page

By using this functionality correctly it is possible to increase the uniformity of the work flow and improve
the overall grip on the projects.

3.2.1.3.3 Planning product milestones

Each product in the project has four milestones you can use to manage product delivery.

e Start: set the date work has to start on the product

e Draft: plan the delivery of a draft version

e Checked: set the end date for quality review

e Final: the planned date for delivery of the final version of the product.

Planning the milestones within the project can be done in two ways:

%the dashboard and plantab : Set milestones individually on the project dashboard or ‘Plan’ tab.
78
On the Gantt chart| 78" © Use the Gantt chart editor with ‘drag & drop’ functionality.
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The option with dashboard and plan tab is more or less like working like an Excel sheet, using a table
to fill out dates for your project. The Gantt chart option provides a graphical planning chart, which you
can edit using ‘drag & drop' functionality. We will explain the two options in the next two paragraphs.

3.2.1.3.3.1 Using the dashboard or plan tab

On the project dashboard and the 'Plan’ tab, dates can be set by use of the keyboard and by selecting
them in a calendar with your mouse.

-
FORTES .@ ﬁ Projectmanagement Unified Audioc Search [a] Rob van Noortsingel Help Setup
Project: Audioconferencing
Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ Documents Portfolio Report Reports Guide
Products Save Cancel
owner Reviewer Participants start Planned Draft Planned E":‘“"":: Final Planned
31-0ct2011 - 13-Hov-2011
@ Fase 2: Ideas ¢ o
14-Hov-2011 March 2015 01
(@ Fase 3: Feasability o ¢ Mare Ty Ti%

Wk M T W T F § §
24-Nov-2011 9 23 22 25 ]
(& Fase 4: Build / Test e 1w o2 3 4

@ Fase 5: Deployment / Rollout 20-Feb-2012 | g3 23 24 25

& Fase 6: Closure

[ ] 6.1 Evalueren

w[21-Mar-2012 |2

6.2 Decharge Dotument opstellen |

Decharge

40444
404 44

Filling in the milestones on the 'plan’ tab.

1. Go to the project dashboard or the 'Plan’ tab.

2. Click
3. Fill in the milestones for each products:
o Start: set the date work has to start on the product
o Draft: plan the delivery of a draft version
o Checked: setthe end date for quality review
o Final: the planned date for delivery of the final version of the product.

The use of these milestones is optional. Principal Toolbox uses start and end dates to calculate
duration of the project, stages and work packages. Therefore it is recommended to use at least
these milestones on each product.

3. Dates are changed by clicking the double dashes, or by clicking an already present planned
milestone. Enter the date with your keyboard, or select the date in the calendar.

Note: If a milestone has finished (depicted by:'v" ), you cannot change the date directly
anymore. To change milestone data then, click the product name to open the product detail
window. On the 'general’ tab, you can delete or change the actual dates for each milestone.

3.2.1.3.3.2 Using the Gantt editor

A Gantt chart shows a timeline of your product with the product milestones. Because Gantt charts are
simple to understand and easy to construct, they are often used by project managers.

To use the Gantt chart in your project, follow these steps.
1. From inside your project, click the Gantt tab. A Gantt chart will be shown with all stages, work

packages, and products listed. When you haven't entered any planned dates (milestones) yet, the
start date of the project will be set to the date of today and the duration of all products will be set
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according to the duration in the project model.

-
@ ﬁ Projectmanagement Unified Audioc Search @ Rob van Noortsingel Help Setup
FORTES"

Project: Audioconferencing Edit Gantt Switch to MS Project Planning Export to MPX = @

Dashboard Properties Product Breakdown Plan Gantt Resource Management Documents Portfolio Report Reports Guide

Show Baseline: | No Baseline ¥ | Timescale: | Weeks ¥

Week 44 Week 45 Wesk 46 Week 47 Wesk 48 Week 40 Week 50 Week 51 Week 52
24-0ct2011 31-0ct-2011 07-Hov-2011 14-Now-2011 21-Hov-2011 28-Now-2011 05-Dec-2011 12-Dec2011 18-Dec-2011

o MTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTF

Fase 2: Ideas
210 n

N N N

4.! Bouwen - R !

0 Y N Y Y R R

mplementatie -

Gantt

) i EditGantt g
. To edit the Gantt chart, click in the blue page header.

Note: Only products can be planned directly in Principal Toolbox. Stages and work packages
are summaries of the products they contain, so these cannot be changed directly.

Note: To select products in the edit Gantt window, click the product name on the left of the
window. To select multiple products, keep CTRL or SHIFT pressed while clicking multiple
products.

. On the next page the planning can be entered in two ways. In the left hand half you can enter dates
by clicking the cells and using the calendars. Alternatively, you can use the graphical part of the
window. Here, you can change duration and dates with your mouse by dragging the time lines of
products.

B
. First of all you need to define the start date of your project. To do so click . In the dialogue,
select the start date. This can also be used to move a group of products to a specific start date. See
the note above for info about selecting multiple products.

. Set the date of the first product in every stage or work package by dragging this to the planned start
date or use the button shown above. All products in this specific work package or stage will be
moved automatically to this date.

. The next step is to plan the products in this specific stage or work package individually:
a. To move the product forwards or backwards in time you need to place the cursor in the center of
the product bar, hold the left mouse button down and drag it to the correct position.
b. To alter the duration, you need to place the cursor on one of the sides of the product time-bar and
drag the side in the desired direction.

. To define the draft and checked milestones or to set dates in a calendar, you can use the left side of
the ‘Edit Gantt’ window. After clicking in a cell, a pop-up shows a calendar where you can choose
the date.

As soon as you have set the draft or checked milestones in the table on the left, they are shown in
the timeline on the right. Now you can drag them with your mouse as well.
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3.2.1.333

Audioconferencing

Save Cancel

Show Baseline: | No Baseline ¥ Timescale: |Weeks ¥ o=

Wesk 44 Wesk 45 Week 48 Wesk 47 Wesk 43 Wesk 43 Week 50 Wesk 51 Wesk 52
24-0ct-2011 31-0ct-2011 07-Mov-2011 14-Nov-2011 1-Now-2011 8-Now-2011 05-Dec-2011 12-Dec-2011 108-Dec-2011
MTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTF
Fase 2: Ideas ’ -
2 tten projectadministratie i [ . . :

llen BRD I
llen Project Charter

Name

RN

2 No-Go project
Fase 3: Feasability
3.1 Maken Detail Ontwerp
3.2 Acceptatiecriteria opstelien
3.3 Dienstbeschriving maken
3.4 Opstelien Project Contract

Start:
Final:

Duration In Warking Days: 13
Duration In Days: %

Fri 04-Nav-
Tus Ze-How-

RSN NN

3.5 Go / No-Go Oplossing
Fase 4: Build / Test
418

B T T Y

Fase 5: Deployment / Rollout 4 4

Editing the Gantt

8. To define dependencies between products, select two products and click Add dependency. This
will create a finish-to-start dependency between the two products. To edit dependencies see the
section defining dependencies|ss. To delete a dependency use Remove dependency. Buttons:

oo ca

9. If dependency conflicts exist in your planning you can use the 'Solve conflicts button': . Select

the products you want to be recalculated and click the button.

Week 45 Week 46 Week 47 \ Week 45 Week 46 \
31-Oct-2011 07-Nov-2011 14-Nov-2011 31-Oct-2011 07-Nov-2011 1
MTWTFSSMTWTFSSMTWTFSSM MTWTFSSMTWTFSSM

Before: dependency conflict After: problem solved

10.When the plan is finished, click the ‘Save’ button to save the changes made.

11.As of version 7.5 it is possible to highlight the critical path. To do this click 'Edit’, next click 'View'
and select 'Show critical path'.

Note: inconsistencies or conflicts resulting from mutually depending products are indicated by
coloured indicators. For their meaning, consult the use of colours in projects| s . For more help
on dependencies, see defining dependencies|ss.

Baseline support

To keep track of progress and changes in the original planning is can be very useful to work with
baselines. It allows you to compare the current schedule with the baseline planning.

There are two possible baselines in the Principal Toolbox. You can set a planning as Initial Baseline or
Current Baseline. Setting the baseline will copy the current product planning to the selected baseline
for comparison when the project progresses.

Set Baseline
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Save a planning as Initial or Current baseline by clicking Set Baseline. This button is available on the
project dashboard, Plan and Gantt.

Edit Gantt Set Baseline Switch to MS Project Planning Export to MPX [»-4]

1]

Choose the baseline type (Initial or Current Baseline) to save the schedule.
Props:l Beseline:

8 Setbaseline
Flzase sclestihe b
(el =t RN

-
.

17 0 500 Setting te Zasel ne Wil copy She curme1 Zreduct platni™g wo the selceked basc Inc Far comparson when e pro,

Select baselline

Bascline Type: Inta and Zurrcrl Soacing

CK Cancel

Setting a baseline

View a Baseline

In the Gantt chart a baseline planning can be shown in the current plan. You can choose to show the
Initial or Current Baseline in the actual Gantt.

Mo Baseline

Initial Baseline (--}
Current Baseling (--)

Selecting a baseline

12 Mesifs  Neeitd  Mesis  Mesie skt esiis ies

= E-Ap«-zmu [12-Ape-2010 [18-Apr-2010 6-Apr-2010 03-May-2010 10-Ma

Name
Project start-up
~ Project Mandste

EEmal— Jeieoin ]
(Wi FlEfs MiliviTFls s M dwir s fs it wir s s It fwir s s miTjwirJF s s M ]

~ Project Brief
nitistion Stage Authoris
Project initiati
Initial Business Case
Project Initistion Docum
Project Authorisation
Requirements & Proto...
Pilot Preparation (Wo...

o

Pilot (Workpackage)
= ion

Highlight Reports

Planned Baseline Current
e —_— St 28-Apr-10 18-Apr-10
Next Stage Al Draft:
Full roll-out Checked:
Roll-out Final: 25-Apr-10 15-Apr-10
Duration: 2day(s) 2 day(s)
Owner Group: Team
Owner:

WP new

Computer hardwsare pur

Baselines on the Gantt

3.2.1.3.4 Product page

Every product which is defined has a standard product page. In order to consult the detailed
information concerning this specific product you click the product name in the project dashboard.
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Master D database = Projs =G > Unified Communic ations > Audioc onferencing > Fase 4: Build / Test > 4.2 Testen > 4.2.2 Review

Product: 4 2 2 Review Vd Change Picture Close Edit Widgets

General ~ Logs Dependencies Costs & Hours Resource Demand

Name: 422 Review Planned date Actual date
Description: v start: 06-Jan-2012 12-5ep-2011
Owner Group: Team Draft:
Ouwner: - Checked:
Reviewer: - “" Final: 11-Jan-2012 12-5ep-201
Participants:
Duration In Working Days: 400
Priority:
Mandatory: Planning Status: v
Agile
Priority: 0 Streams:
Story points: .00 Workflow:
DoR
Cade review: PMD check:

Documentation:

Helpful Text:
Deliverables + + Note
Name Description Revision Published  Publisher Approval Status  Review Requester
Drag doc uments here or click to add
Templates + + Note
Name Description Revision Published  Publisher Merge Template
Drag documents here or click to add
Product Descriptions (Specifications) + + Note
Name Description Revision Published  Publisher

Drag dot uments here or click to add

Product page

On the ‘Product page’ there are some extra tab pages: Logs, Dependencies and Costs & Hours (not
shown). The Logs tab allows you to register items such as: issues, risks and quality review 102, On
the Dependencies|ss1tab you can define dependencies between products to create a product flow.
When the add-on 'Advanced Cost Registration' is available this tab is available for entering cost
entries (See section cost administration).

ustiy rviows

Logs tab Dependencies tab
3.2.1.3.5 Assigning responsibilities for products

Next step is to assign the responsible owners to the products in your project. This can be done by
either the project manager or project support roles. Before you can assign products to project
members, you have to make sure that all required resources are a member of your project
(management) team.

Assemble your project team
1. Go to the ‘dashboard’ tab of your project.
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2. Click ‘Edit Members’ to see the members of your project team. To add people to Edit Members
your project team, select them from the list on the right and click ‘Add’ at a AIEMIEITINELS

specific role to assign them. Use the search option to easily find a specific user.

Depending on your system settings, this page shows you either the project
manager, project board and team members, or it shows all PRINCEZ2 roles i.e.
Senior supplier, project support, project assurance, etc. This can be changed by

the system administrator.

Add project members

Project managers
Erik Aalbersberg
<= Add
Remove ->
Project board
Jan Jansen
Jeroen van Bameveld
John Edwards
<= Add
Remove ->
Project team members
|Samuel Davies
| Support Administrator
= Add
Remove ->

Available users

Q

Albert Swank
Arjan van der Laan
Henk Viszer
Herman Mulder
Ivo Rings:

Peter Cole
Richard de Groot
Ruud Pelizer
Ruud v. Weerdenburg
Theo van Wirdum
Tom Maassen
Yung Ji-Lao

Edit members; setting 'limited set of roles’

Select project members
Brojct Managers] Available users
Peter Gole
< Add Albert Swank
= Avjan van der Laan
Remove, Erik Aalbersberg
Henk Visser
Project Support Herman Mulder
w0 Rings
< Add Jan Jansen
5 = Jeroen van Bameveid
emove = John Edwards
Peter Cole
Richard de Groot
Project Board - Executive Ruud Peltz
John Edwards Ruud v. Weerdenburg
< Add Samuel Davies
. Support Adminisirator
Remove Theo van Wirdum
Tom Maassen
Project Board - Senior User Yung JiLao
Erik Aalbersberg
<Add
Remove =
Project Board - Senior Supplier
Yung JiLao
< Add
Remove >
Project Assurance
< Add
Remove =
User Group (optional)
< Add
Remove >
Supplier Forum (optional)
< Add
Remove =
Broject Team - Team Manager(s)
Richard de Groot
<Add
Remove =
Project Team - Team Member(s)
Herman Wulder
Arjan van der Laan < Add
Ruud v. Weerdenburg Remove ==

3. Click ‘OK’ at the bottom of the window to save the changes.

Assign products to owners, reviewers and participants

1. Go to the ‘Plan’ tab.
2. Complete following information for each product:
Owner

Reviewer
Participants

Owner/responsible for the product.

Reviewer of the product.
Participants at the product realisation.

Edit members; setting 'full set of PRINCE?2 roles'
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.
FURTES w ﬁ Projectmanagement Operati Hiring o Search @ Rob van Noortsingel Help Setup
Project: Hiring of IT staff
Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ Documents Portfolio Report Reports Guide
Products Save Cancel

Checked

Planned Final Planned

Owner Reviewer Participants Start Planned Draft Planned

O Fase 2: Ideas

[ ] 2.1 Opzetten projectadministratie  Etienne Krame - - - wlo1-Juk2013 |- - 01-Jul-2013

® 2.2 Opstellen BRD -|- wlo-yur2013 |- = 02-Juk-2013
| Etienne Krame I

[ ] 2.3 Opstellen Project Charter - vlLlZﬂ Marie van Esch | »|03-Juk2013 - - 04-Jul-2013
Nirmal Singh

® 2.4 Go/ No-Go project Etienne Krame - |Ruud Pelzer ~|o7-Juk2013 - - 10-Jul-2013

& Fase 3: Feasability

[ ] 2.1 Maken Detail Ontwerp - - - [ 11-Juk2013 - - 15-Jul-2013

) 3.2 Acteptatiee riteria opstellen - - w[ie-dur2012 |- = 18-Jul-2013

[ ] 3.3 Dienstbesc hrijving maken Etienne Krame - - v |19-Juk2013 - - [22-Jul-2013

® 2.4 Opstellen Project Contract - - ~[23Jul2013 |- - 25-Juk-2013

] 3.5 Go/ No-Go Oplossing - - vlegu2012 - = 28-Jul-2013

Plan tab
By clicking on Edit and then clicking on the double dash a menu appears and you -- -

can select resources or dates. Selected resources and dates can be changed
later in the same way.

| Etienne Krame
Liza Marie van Esch

The menu which assigns participants to a product also works in another way | Mirmal Singh
whereby more people can be added. |Ruud Peltzer
3. Select one or more members from the | . Etienne Krame -
column on the right with your left mouse | Liza Marie van Esch
button (to select multiple members at the| e san
same time, keep the CTRL key pressed) |
and click the ‘<’ key. . B
|

4. Click ‘OK’ to assign the participants to the product. You can remove members by selecting them
from the left hand row and then clicking the >’ key.

3.2.1.3.6 Assigning budgets

In the Principal Toolbox, product based planning takes a central place. Budgeting and cost registration
is also product based, so all costs are calculated towards products.

Note: time, stage or project based costing is also possible in Principal Toolbox. In this case,
dummy (management) products are added to the project plan (see planning products| 76)). In
the case of time or project based costing, add the dummy products to the last stage of your
project. This way, they stay visible throughout the project.

For the registration of both costs and hours, five types of registration are available:

e Budget . The approved budget

e Committed : Costs you will have to pay, e.g. a contract signed, but not yet invoiced
e Actual : Money or hours actually spent

e Remaining : An estimate of costs or hours necessary to complete the product.

e Variance . The variance relative to the budget.

Formula: variance = (committed + actual + remaining) - budget

Below you'll find the steps to set the budget for your project.
1. Go to the 'Plan’ tab.

2. In the pull down menu select Costs manual or hours manual.
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3. Click - and fill in the budget in the field 'Hours budget manual’ (hours) and ‘Cost budget
manual’ (costs). Fill in ‘Hours remaining manual’ and ‘Cost remaining manual’ with the same value
of hours and costs. By doing this you keep the ‘variance’ with respect to the budget, at the start of
the project at 0. As the project progresses you can see at ‘variance’ the number of hours or costs
over or under the budget.

4. Alternatively, go to the each product page and click the tab Costs & Hours and insert the different
budgets there.

.
FORTES.@ ﬂ Projectmanagement Operati Hiring o
Master Demo database » Projectmanagement » Gperational Excellence » Hiing of I staff » Fase 4: Buld / Test » 4.2 Testen  4.2.2 Review
Project: Hiring of IT staff Product: 4.2.2 Review

Dashboard Properties ~ Product Breakdown Plan Gantt Resource Manageme General - Logs  Dependencies  Costs & Hours  Resource Demand

Products Budget: 0.00 0.00 0.00 Budget: 0.00
Commited: Commited:
Costs Budget Cnmr&\::el: Costs Actual Remxir?lgn(; AWMIH “ oo oo oo Ammln “ oo
ot e
ual Manual Manual Manual 000 0.00 0.00 0.00
Remaining: 0.00 0.00 0.00 Remaining: 0.00
& Fase 2: Ideas Variance: Variance:
0.00
® 2.1 Opzetten projectadministratie 0.00 0.00 0.00 0.00
[ ] 2.2 Opstellen BRD 0.00 0.00 0.00 0.00
[ ] 2.3 Opstellen Project Charter 0.00 0.00 0.00 0.00 Aglle
- Priority: o Streams:
[ ] 2.4 Go/ No-Go project 0.00 0.00 0.00 0.00 Story points: 000 Workflow:
(0.00) (0.00) (0.00) (0.00)
DoR
) Fase 3: Feasability Codereview: om0 check:
[ ] 3.1 Maken Detail Ontwerp 0.00 0.00 0.00 0.00 Documentation:
[ ] 3.2 Acceptatiec riteria opstelien 0.00 0.00 0.00 0.00
) 3.3 Dienstbeschriving maken 0.00 .00 .00 .00 Cost/ Hour Entries listing
[ ] 3.4 Opstellen Project Contract 0.00 0.00 0.00 0.00 Description Type. Approval Status Hours. Owner Creator Book Date  Remarks by Owner
[ ] 3.5 Go/ No-Go Oplossing 0.00 0.00 0.00 0.00
(0.00) (0.00) (0.00) (0.00)
Costs & Hours on a project level Costs & Hours on a product level

Using description above gives an overview of your project costs and hours in tabular form. If you want
to keep track of history or the construction of the numbers on the page, the Principal Toolbox has the
option of cost and hour entries. If these are available within your organisation, you will find a section
‘costs / hours listing' on each product page, on the 'Cost & Hours' tab, as shown below. See the
section working with cost entries for more information.

Cost / Hour Entries listing + * All entries View

Description Type Approval Status  Hours owner Creator Book Date  Remarks by Owner

3.2.1.3.7 Defining dependencies

The easiest way to define dependencies within your project is by using the editable Gantt| 78",
Dependencies created on the Gantt chart are inserted as 'finish-to-start' relationships. To modify the
dependency type or to define dependencies with products from other projects (inter-project
dependencies) you need to open the product details (from the project dashboard, plan or costs &
hours tab) and go to the 'Dependencies' tab.

1. Click the name of the product you want to create a dependency for, and select the tab
'‘Dependencies’.
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Master Demo database > Projectmanagement = Operational Exc ellenc e > Hiring of |T staff = Fase 4: Build / Test > 4.2 Testen > 4.2.2 Review

Product: 4.2.2 Review /  Close = @

General ~ Logs Dependencies Costs & Hours Resource Demand

Name: 422 Review Planned date Actual date
Description: start: 12-Aug-2015
Owner Group: Team Dratt:
owner: Efienne Krams Checked:
Reviewer: Final: 15-8ug-2015
Participants:
Duration In Working Days: 300
Priority:
Mandatory: Planning Status: )
Agile
Priority: o Streams:
Story points: 000 Workflow:
DoR
Code review: PMD check:

Documentation:

Predecessors Vs Add Dependency Remove Dependency
Name % Project Start Planned Final Planned Percentage  Lag  Dependency Type
@ 4.2.1 Concept Testplannen Hiring of IT staff 08-Aug-2013  11-Aug-2013 0.00 O Finish-to-start
External predecessors Add Dependency
Successors
Name * Project Start Planned Final Planned Percentage  Lag Dependency Type
@ 224 Definttieve Testplannen Hiring of IT staff 16-Aug-2013  18-Aug-2013 0.00 Finish-to-start

Dependencies tab in the product detail window

2. On this tab you can add ‘Predecessors’, from your project and from external projects. Click Add to
select one or more ‘Predecessors'. Then select the project and the product which are the *
Predecessors’ and define the type of relation, options are:
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Product (B) cannot be finished
until product (A) has been
finished. For example, if you
have two products, "Wiring" A
and "Installation inspected", B
"Installation inspected” cannot
be finished until "Add wiring"
has been finished.

Work on product (B) cannot
start until product (A) has been
finished. For example, if you
have two products.
"Constructed fence" and
"Painted fence", "Painted
fence" cannot be started until
"Constructed fence" has been
finished. This is the most
common type of dependency.
Product (B) cannot be finished
until work on product (A) has
been started. The
Predecessor must be started
before current product can
finish.

Work on product (B) cannot
start until work on product (A)
starts. For example, if you
have two products,
"Foundation poured" and B
"Concrete leveled", "Concrete
leveled" cannot begin until
"Foundation poured" begins.

Finish-to-finish:

Finish-to-start:

m

1=

Start-to-finish:

m

1=

Start-to-start:

3. Click OK to create the relationship.

Note: only predecessors can be defined. This way, a project manager cannot make another
project dependent on his or her own project. To define successors, the project managers have
to cooperate.

4. The type of the dependency and the lag (delay) can be modified on the main page. Lag is a delay
between products that have a dependency. For example, if you need a two-day delay between the
finish of one product and the start of another, you can establish a finish-to-start dependency and
specify two days of lag time.

Add a Predecessor to the current Product / Plan ltem (4.2.2 R... »
Project: Hiring of IT staff
Preduct / Plan ltem: Select & Product / Plan ltem. .. -
Dependency Type: i Finish-to-start -
Lag: @ Finish-to-finish

Finish-to-start
Start-to-finish
Start-to-start

ancel

Adding a dependency
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The relationships are verified based on the start and end date of the products. If an end date of a *
Predecessor’ is delayed or planned later than the start date of the ‘Successor’ and the relation is
defined as; Finish-to-Start, a blue traffic light is shown to indicate a problem.

Highlight Reports Peter Cole 24-Feb-2013 - - 01-Mar-2013
Mext Stage Plan Yung Ji-Lao Richard Hammond, Samuel Davies 01-Mar-2013  01-Mar-2013 - 04-Mar-2013
® Mext Stage Authorisation John Edwards 02-Mar-2013 - - 05-Mar-2013

Dependency on the project dashboard

External dependencies
External dependencies are represented in the projects Gantt diagram. These are represented with a

big dot and the word 'external’. To see details of the dependency; place your mouse on the
dependency and a pop-up screen will show the details.

External

Dependencies on the Gantt

On programme level these inter-project dependencies are also represented so the programme
manager can see bottlenecks in the execution of the programme.

See the screenshots below:

Dashboard Properties » Gantt & Dependencies | Benefits Monitor Documents & Knowledge Models = Archive

Project list: Quality and Organisation projects

@ This Gantt shows projects and their products with inter-project dependencies or high priority
Subprogrammes are included with their start and end date.

s B W X

Timescale' | Querers[+]

[ 2 [o 26 Jo3 [0 7 s J1 Jo7 i+ 1 |

[ R pevs
e lﬂﬁlﬂ:ﬂﬁlmﬂmﬂﬁ-ﬂ-mﬁ-mnﬂmrﬂmmwmw
e

Quality and Organisati...
Apollo project
Requirements report
Juno Project
‘enus project
@ Rosdshow

Zeus Project

@  Project Mandste

Dependencies on the programme Gantt

If for some reason the Office relocation project is delayed or planned later the Gantt will indicate that
there is a problem with the planning.

Dashboard Properties » Gantt & Dependencies Benefits Monitor Documents & Knowledge Models = Archive

Project list: Quality and Organisation projects

@ This Gantt shows projects and their products with inter-project dependencies or high prierity.
Subprogrammes are included with their start and end date.

Timescale: | Quarters [+]

B pew s T few
tema lmmmmﬁmmmﬂmﬂﬂmﬂmmﬁnmmmmm
N N I (A TN pr__ [+ Pt P8 P4 [11 [R5 |

‘Quality and O H

Apalio project :

Reguirements report
Juna Project
Vienus project

@ Rosdshow

Zeus Project

@  Project Mandste

Dependencies on the programme Gantt
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3.2.1.3.8 Requesting resources

The Project Manager is able to request resources to staff his project. Resources can be requested as
skill, or, if the project manager has a specific preference, as ‘named’ resources. Before a project

manager is able to request resources from a resource pool, a pool or multiple pools have to be linked
to the project.

How a Project Manager links a resource pool to his project and how a he or she requests resources
van be found at 'Requesting resources within a project'|152\.

Note: To be able to request and allocate resources, the Resource Allocation module needs to
be available!
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3.2.1.4 Managing a project
During the execution of a project the defined products are to be realised. In this section you will find:

How to monitor and enter progress.

How to communicate with Principal Toolbox.

Ways of composing reports and views.

How documents/templates are managed.

How issues and risks are registered and monitored.
How to use the hours entry module.

3.2.1.4.1 Progress: Planning

You are able to get an easy overview of the progress of the project on the project dashboard.
Immediately visible are:

¢ delayed and finished products
o the number of issues, risks etc. within your project and per product or work package.
¢ deliverables added to products, etc.

On the dashboard:

Products Ve Edit Project Plan Set Baseline + =
@ Fase 2: Ideas

Owner Start Draft Checked Final [F1 01 Rl [@
@ 21 Opzetten projectadministratie Etienne Krame + - - 01-Jul-2013
@ 22 Opstellen BRD - 0Z-Juk2013 - - 02-Jul-2013
@ 2.3 Opstellen Project Charter - 03-Juk2013 - - 04-Jul-2013
@® 24 Go/No-Go project Etienne Krame 07-Juk2013 - - 10-Juk-2012

Planning on the project dashboard

¢ Planned dates set on today or before today are shown in red.
o If the final planned date lies before today a red dot appears to the left of the product name.

¢ Finished milestones are marked with a tick: v'. If the final milestone is ticked off, the tick is shown to
the left of the product name.

On the Gantt chart;

Wieak 25 Wieak 27 Wizak 28
=
24-Jun-2013 01-Juk2013 08-Jul2013
VETE MTWTFS5S5MT WTVFOS5S5MTWTFZSS

Fase 2: ldeas —
2.1 Opzetten projectadministratie
pstellen BRD

pstellen Project Charter

==
@ 220
@ 230
o 246

2.4 Go | Mo-Go project

Planning on the Gantt chart

¢ If the final milestone of the product is delayed a red dot appears next to the product name.
¢ If milestones of the product have been finished, this is shown in the planning with a solid colour bar
inside the product bar.

¢ Finished products are marked with a tick (v') and the solid bar indicates when the product actually
has been finished.

To report progress you do the following:

1. Go to the ‘Project Dashboard'.

2. Click the name of the product to view the ‘Product page’.

3. To change the planned date, select the date and enter the new date in the calendar.

4. To register passing of milestones, tick the checkbox for Start/Draft/Checked/Final. The date will be
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321411

set to today by default, alternatively enter another date in the column 'actual date'.

Flanned date Actual date
|+ Start: 01-Jul-2013 12-Sep-2011
I Draft: [ -
' Checked: [ -
' Final: 01-Jul-2013 -
Duration Im Working Days: 1.00
Planning Status: [ ]

Planning on the product page

5. Passing a milestone can also be marked directly on the project dashboard. To do this click the
appropriate milestone date next to the product and tick it off using the tick sign.

Filling in time sheets (add-on)

When users of Principal Toolbox have been added in the module 'Time sheets', they get a weekly
time sheet on their home page:

My open time sheets

Week Start Date & Owner g:'lifhe’&t Remarks by Owner Time Entry Group
§ 04-Feb-2013 Erik Aalbersberg New IcT
7 11-Feb-2013 Erik Aalbersberg Mew IcT

By clicking the date of the time sheet, the time sheet opens. On it you will find the selection of products
you are allowed to book hours on. The selection of products that is shown is dependent on the settings
of your 'time entry group'. It could be, that only products are shown of which you are owner, reviewer or
participant. Alternatively, only products with an hours budget can be shown on time sheets.

In both cases, you can add the number of hours in the row of the appropriate product, in the column of
the correct day. The total number of hours for each product, day, and week is shown directly on
screen.

At the bottom of your time sheet, you find a selector for projects and non-project activities. Here you
can select products or activities that are not shown in the product list.

After finishing your time sheet, you need to request approval on the data you entered. How this works
is described in the next section| ez,
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Time sheet 04-Feb-2013 - 10-Feb-2013 (Erik Aalbersberg) Save = Save and Request Approval || Cancel
Owner: Erik Aalbersberg Time Entry Group: ICT

Time Sheet Status: [l New Time Sheet Approver(s):  Ruud v. Weerdenburg

Last Saved By: Remarks by Approver /

. Group Manager:

Total Hours: 12.00 Remarks by Owner: »
Minimum Hours: 38.00

Start Date: 04-Feb-2013

End Date: 10-Feb-2013

Correction Time Sheet:

@Fillin the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) are pre-selected for time entry by the owner of the time sheet. Note that
individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

Project Product 1 Activity Hours Actual Mon Tue Wed  Thu Fri Sat Sun Totals % Complete Remarks Remarks by Approver
4 5 [ 7 3 ] 10 (=)
General
Wenus Project (Albert S Project Initiation Docu 0.00 4.00 .00 10.00 -
Apolio project (Ar... = - 2.00 5 2.00 -

Make seiection -

400 200 000 600 000 0.00 000 12.00

Totals for sheet: 400 200 0.00 600 000 0.00 0.00 12.00

Time sheets

Principle of time sheets and hour entries

Time sheets need to be approved, otherwise the hours and associated costs will not be accepted.
After approval of the time sheet, the fields of the time sheet will be added to the appropriate products
in the form of a so called cost/hour entry. These entries are visible to the project manager from the
product detail page. They provide an overview of the different bookings that have been made on
products and allow to see which user worked how many hours on what date on which product.

3.2.1.4.2 Registration of actual hours

Registration of hours in the Principal Toolbox can be done in multiple ways, depending on the available
add-ons:

e Manual entry of aggregated hours per product (no add-on required).

¢ Enter hours using hour entries. This way you can keep track of history and the build-up of the
number of actual hours shown (requires add-on 'Advanced Cost Registration’).

o Time entry with the Principal Toolbox add-on 'Time sheets'. Users of Principal Toolbox get a weekly
time sheet on which they can enter their actual spent hours (requires add-on 'Time sheets").

System administrators and time sheet managers, check 'Configuration of time entry[12" for more
information about possible configurations.

3.2.1.4.2.1 Time sheet approval (add-on)

For the requester
After filling in the time sheet, you need to request approval. This is done with the 'request approval'
button. The approval request is automatically delivered to the approvers.

Note: only approved hours will be taken into account in the project costs & hours overview. Before
approval, they are not visible in projects or products.

If a time sheet has been disapproved, it will re-appear on your home page with status 'disapproved'.
To see why it was disapproved, open the time sheet and click Status to see any remarks of the
(dis)approvers. You can make any necessary changes and request approval again.

At the section "My open time sheets' on your home page, you will find an overview of your time
sheets with the approval status. Here, you can access approved time sheets. Note the view selector
on this tab, this defines which time sheets are visible.

For the approver
Check the section 'Configuration of time entry /1281 .
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3.2.1.4.3 Reporting

Within the Principal Toolbox you can make progress information available and generate reports. In this
section the various options will be presented.

3.2.1.4.3.1 Portfolio reporting (add-on)

If and when the project manager is expected to report project status information back to the Portfolio, a
reporting request will be sent and appear on the project.

The request is found within the project on a separate tab with name "Portfolio Report". The report
layout is based on the reporting model as defined on the portfolio.

To supply the requested information the project manager follows these steps:

1. Within the project, select the tab "Portfolio Report" and press the "Edit" button

-
FORTES Q A > Projestmanagement Unified Audioc Search @  Robvan Noortsingel Help Setup

Audioconferencing Save Cancel o
Dashboard

Properties -~ Product Breakdown Plan Gantt Resource Management - Documents Portfolic Report Reports Guide

Portfolio: COLLABORATION Last Published On:
Due date: 25-0ct-2013 Last Published By:
Report Status: ° Request Remarks:

Forecast start date: 01-Oct-2013
Properties
Algemeen
Name: Audiot onferencing Project Manager(s): Dick Kriets
Objective:
Voorigangsrapportage
Status: [ - Status Description:
Status Geld: Groen -
Status Kwaliteit: Grosn -
Status Scope: Oranje -
Status Voortgang: Oranje -
Z
Toelichting Status Geld: 0.00
4
Toelichting Status Kwaliteit: [}
4
Toelichting status scope: 0
P
Toelichting Status Voortgang: 0.00
P
Planning
Start Date: 31-0ct-2011 End Date: 15-Apr-2012
Finance Forecast
Portfolic ltem Totals [f] Preceding Period [¢#] Current Period [7] Time scale columns [#] Succeeding Period
Budget [7] Actual [f] Forecast [#] EAC [J] Estimate [7] Variance Forecaststart date: 01-Jan-201%
Preceding Period
Portfolio Item Totals Jan (14) Feb (14) Mar (14) Apr(14) May (14) Jun (14) Jul (14) Aug (14)
Category 4 Budget Actual Forecast EAC Variance Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual
Filter by
Hardware 7,700 10,000 10000 -2,300
Operations 43000 41,500 41,500 1,500
Out-of-pocket 57,700 53,100 53,100 4,600
108,400 104,600 104500 3,800
| 3

The portfolio report is to be filled out by the project manager

2. Update the editable fields with the latest information.

3. Update financial information (if requested).
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4. Then press the "Publish to Portfolio" button to send the information off to the portfolio.

3.2.1.4.3.2 Copying data

Within the Principal Toolbox there are two options to copy a specific view to another application.
Options are:

- Copy to clipboard.

- Save list to RTF.

- Save list as XLS.

L]
Copy to clipboard Ik
The ‘Copy to clipboard’ function is a quick way to export the information shown on the current page to
another application (e.g. email).

: L]
1. Click the button.
2. Then open the file you want to paste the information into. Choose Paste and arrange the document

composition yourself.

Note: The 'Copy to clipboard’ function only works in Internet Explorer, not in FireFox or Chrome.
For these browsers, use the RTF or XLS function instead.

Note: Some applications empty the clipboard when they are started. In that case, first open the
application and only then copy the information.

Wid9-0 5 ¢ 3N

m Home Insert Page Layos
= d "
J . Calibri [Body]
I 143 Lop
Faste w
f Jqumat Painter B I U
_ Paste Options:
|5 (5] [a
Paste Special...
Set Default Paste...
=1

Save list as RTF &
The 'Save this list as RTF' function creates a so called RTF (rich text format) file which can be opened
in MS Word.

1. Click the q button.

2. The web browser opens a pop up for opening or saving the RTF list.

Do you want to open or save Listing.rtf from asp.fortes.nl? Open Save |v| Cancel

Note: This is the Internet Explorer behaviour. For other browsers the downloaded file may
appear differently.

3. When clicking the '‘Open’ button, MS Word will automatically be opened and the data is available for
further modification.
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3.2.1433

Save list as XLS &
The 'Save this list as XLS' function creates a so called XLS file which can be opened in MS Excel.

4. Click the button.
5. The web browser opens a pop up for opening or saving the Excel list.

6. When clicking the '‘Open’ button, MS Excel will automatically be opened and the data is available for
further modification.

Generating automated reports

The Principal Toolbox has extensive report functionality available. These reports come either as
RTF-files (readable by all text processors, like Word) and Microsoft Excel files.

Within the Principal Toolbox a number of fixed keywords are available which you can use in your

templates. When generating a report these keywords will be replaced by information from the Principal

Toolbox database.

All views defined in the Principal Toolbox (general and personal) are available for reporting.

1. Go to the ‘Project Dashboard’ or go to a specific product page where a merge template is
available.

il2 Automated Reports rd
ﬂ | oofdpunten Rappoert

On the Project Dashboard

Templates
Name Description Revision Pualished Publisher
ﬂ; Highlight_Noport rif Higklight Mo peort * 2.0 2Z-um-2010  Erik Ac

On the product page

2. To generate a report with the project actuals, click the name of the report at the heading *
Automated Reports’ or at the product page.

3. After the report is opened in a new screen it can be altered and then saved. In order to make the
report available to the project team it is necessary to upload it in the Principal Toolbox (see the next
section, Adding documents| s8Y).
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Home | Insert  Pageloyout  References  Mallings  Review  View  Adddns  Aciobat -~ @
=1 4 - @ Find =
| B} . | METERY Wl SN = B9 aBbCeL AspbCoDc AaBBCCl % ?am,m
- : by . . = B e
raste I U ke x X - A =] ] Emphasis  Thomal  Stong o Change o
| clipboard 1 Font [} Paragraph Fl Styles | Editing
o] [ B AR R RS RS AR LR RS TR, 53 35 &l
3 il
d 4 Status next period I
il
M 44 Status Work Package
] 42 Products to be delivered |
| lours:
g Oviner rnat Pamned [Jo8S | I
| Richard de Groot[28-Feb-2013_[327.15 i
- [Herman Mulder_[21-Feb-2013_|0.00 il
[15-Feb-2013 [44.00
=| °3-Feb-2013 |0.00 I
g 2-Feb-2013_[1.00
M [15-Feb-2013 |0.00
ing JTa0 _[T5-Feb-2013_[p.00 ll
N ohnEdwards__[15-Feb-2013_[0.00 l
2| 6-Feb-2012 [0.00 E
g [foFeb-2073 .00 |
| [e5-Feb=
B [T9-Feb- (l
3 b
B 2 Feb
- eter Cole [19-Feb-
M [23-Feb-2013_[0.00 M |
B [Project Flan update [01-Mar-2073_[0.00 * ||
E o
= sl
Page: 6 0f 7 | Words:630 | <3 Dutch (Netheriands) | [Bez=z=s wxc 0@ |

See Automated reports|zot) for more information

3.2.1.4.3.4 Setting tolerances

Tolerances are used to monitor project status. At the start of the project, the project manager and
project board agree on the tolerance for the project. Tolerances are the allowed deviation in time,
quality, costs and hours from the planned values. When a project exceeds the agreed tolerances,
according to project management methodology it needs to be reported to the project board. In
Principal Toolbox, this can be made visible with the RAG indicators on any programme dashboard.

Note: tolerances need to be set for each project list and programme separately. They are not
inherited from higher levels.

Tolerances can be set by a programme manger for the programme / project list as a whole and for
projects separately. To set tolerances, click 'Edit Tolerances' on the programme dashboard.

Programme: Collaboration Edit Properties Edit Members Edit Tolerances Edit Widgets

Dashboard Properties ~ Gantt & Dependencies Documents & Knowledge Models Archive
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Programme and Project Tolerances Close

O Settolerances
Enter the tolerances for the projects in this programme / project list. The default tolerances can be set in the first row. For specific projects, the tolerances can be
setdifferently by setting alternative values in the list below.

Tolerances can be set absolutely or relatively (percentage based) for the following dimensions:
« Stage Planning
Shows whether or not the active stage is running behind, or on schedule with respect to the planned end date.
= Product Planning
Counts the number of products overdue (in respect to the total number of products in the project plan).
« Costs
Summarizes the costs (committed, actual and remaining) and compares this in respect to the budget for all preducts in the project plan.
= Hours
Summarizes the hours (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan.

Default project tolerances Vs * Planning Toleranc es
Stage Planning Tolerance Product Planning Tolerance
Name * Orange (%) Orange (Abs) Red (%) Red (Abs) Orange (%) Orange (Abs) Red (%) Red (Abs) Active Stage
Collaboration ] o o o ] 0 o ]
Project specific tolerances (exceptions to the default tolerances) /‘ * Planning Tolerances
Stage Planning Tolerance Product Planning Tolerance
Name * Project Orange (%) Orange (Abs) Red (%) Red (Abs) Orange (%) Orange (Abs) Red (%) Red (Abs) Active Stage
inttiatieven o o ] o o o ] 0
4] l»

Tolerances can be set for the entire programme or project specific

In the 'Programme and project tolerances' window, you can set tolerances for the following four

categories.

e Stage : Shows whether or not the active stage is running behind or on schedule with
respect to the planning end date.

¢ Planning : Counts the number of products that are overdue (final planned date before today
and product is not finished).

e Hours : Compares the spent hours (committed + actual + variance) with the budget.

e Costs : Compares the spent costs (committed + actual + variance) with the budget.

The 'default project tolerances' are used for all projects in the programme. If project specific tolerances
are filled for a project, these will overrule the default tolerances.

- Activate the Project specific tolerances per project by selecting the checkbox in the column Project
Specific Tolerances.

- For the tolerance settings to be active for the current stage select the checkbox in the column
Planning active stage only.

By default you will see an overview of the Stage planning and Product Planning tolerances (as can be
seen in the image above).

Select the view Cost & Hours Tolerances from the drop down list to set the Cost and Hours

tolerances.

Default project tolerances ya Costs & Hours Tolers
Costs Tolerance Hours Tolerance

Name * Orange (%) ~ Orange (Abs) Red (%) Red (Abs)  Active Stage Orange(%)  Orange (Abs) Red (%) Red (AbS)  Active Stage

Collaboration 0 0 0 0 0 0 0 0

Project specific tolerances (exceptions to the default tolerances) Ve Costs & Hours Tolers
Costs Tolerance Hours Tolerance

Name * Project Orange (%)  Orange (Abs) Red (%) Red (Abs)  Active Stage Orange (%)  Orange (Abs) Red (%) Red (Abs)  Active Stage

initistieven 0 0 0 0 ] 0 0 0

Setting Cost & Hours tolerances
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For each of these, you can set both absolute numbers and percentages of the total. The colours of the
RAG indicators are set according to worst case scenario tolerances for cost and hours. Example:

Tolerances set:

Costs orange (%): 10%
Costs red (%) 20%
Costs orange (abs) 5,000
Costs red (abs) 10,000
Project costs:
Budget 100,000.00
Committed 25,000.00
Actual 65,000.00
Remaining 23,000.00

So the expected costs for the project are (25,000 + 65,000 + 23,000) = 113,000. The budget is
100,000, so the expected deviation is 13,000.

According to the percentages set, this would result in an amber (orange) indicator. However, since the
absolute number for a red indicator is 10,000, it will show red on the programme dashboard.

3.2.1.4.4 Document management and approval

You can store documents at various locations within the Principal Toolbox. The Principal Toolbox will
keep the document in the database, so it will be available to all users with access to the document in
the Principal Toolbox. It is possible to overwrite older versions with newer ones. The Principal Toolbox
will keep the old versions in storage. These will remain available for the manager of the particular level
in the tool.

On top of that, it is possible to put an approval cycle on deliverables and/or documents with the
add-on ‘Advanced Customisation & Workflow’.

To make document management much easier, the tab 'Documents' has been added on the project
level. This tab makes it easier to search for specific documents within a project. The tab gives you
several options to search for documents.

Documents

Most recent documents . List of the 100 most recently changed documents for this project.
Search all project documents :  Search for documents in this project.

Project related
documentation
Documents on Plan . Documents per product

Documents that are not linked to a specific product.

3.2.1.4.4.1 Adding documents and templates to products

Documents in any file type can be added to a 'Product page’:

Product Description :Product specification; goal, composition and quality demands.
Templates . Template(s) as the basis for the (management) products.
Deliverables : Products/documents to be delivered.

1. Go to the ‘Product page’.

2. Click Add in order to add a document or to add an intranet link. Fill in the following information:
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Description . Description of the document.
Revision/Doc nr. . Document version.
Filename :  Select a document with the ‘Browse’ button or, alternatively
Internet address : Fillin a hyperlink.

Internal document link:  Provide a document ID from a document at another location in the
Principal Toolbox application. The ID can be found in the document

history.

This allows for a centrally placed document to be linked to from projects.
Update by updating only the original centrally placed document.

3. Click OK to add a document to the Principal Toolbox.

Note: As of release 6.5, document can be dragged and dropped to any document list. For steps
2 and 3 the document is simply dragged with your mouse from your local computer and dropped
on the listing. Description and Revision/Doc nr. will not be set automatically but can be set
afterwards using the 'update' function.

You are able to open documents saved in the Principal Toolbox, however you are not allowed to edit
them. In order to edit a document it is necessary to download the document. After editing you have to
add it as a new version.

Note: Hyperlinks have the following syntax:
e internet addresses look like "http://intranet.organisation.com/documents/example.doc"
e links to document locations look like: "file://p:\documents\example.doc"

When using links to document locations, make sure all users have the same drive mapping.

3.2.1.4.4.2 Updating a document
1. Locate the document you want to update.

2. To update the document with a new version, select it and click Update. Fill in the following

information:
Description . Standard description of the last version
Revision/Doc number . New version number.
Filename . Select the new version of the document with the ‘Browse’
button,
Internet address : ORfillin a hyperlink.
Internal document link . Provide a document ID from a document at another location in

the Principal Toolbox application. The ID can be found in the
document history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

3. Select the document concerned and click Show History in order to show a list of all the former
versions of the document. Remove other versions by using the ‘Remove’ button.

3.2.1.4.4.3 Document approval (add-on)
Important documents like the Project Initiation Document (PID) and end project report need to be
approved by a member of the project board. Other documents/deliverables in the project may need to
be approved by a specific person as well. To support this approval procedure, the ‘Approval’ add-on is
available.

1. Go to the 'product page' of a product.

2. Click + or + note at Deliverables to insert a specific deliverable.
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Deliverables

MName Description Revision Published Publizher Approval £

Drag documents here or click to add

3. To request approval on this document, place the tick mark in front of the document and click the *
Request Approval’ button. A new window will open.

4. First you will have to define the approver(s) for the document. The next step is to set the due date
and insert any remarks to inform the approver(s). If you do not want to send an e-mail to the
approver, remove the tick mark at ‘Notify Approvers'.

Request

Approve marked documents

This operation will request approval for all the marked documents.
This is your selection:
- PID.rif

Approval settings

Approvers Available users
John Edwards

Arjan van der Laan
Erik Aalbersberg
Jeroen van Bameveld
o | Peter Cole
= Richard Hammond
-
Samuel Davies
Yung Ji-Lao

Due date: 15-Feb-2013
Remarks:
Notify Approvers: v

OK | Cancel

Requesting approval

5. Click OK to sent the document in for approval. On the product page the status changes to 'Waiting
for approval'.

Approving a document
The reviewer needs to review the document and approve or disapprove it. The documents which need
to be approved can be found at the reviewers ‘Home' page.

1. Go to your ‘Home' page. Here you will see all documents waiting for approval.

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 101

Documents to be approved by me

From Document Due date

Rob van Moortsingel Blank_|ssue_Log.wnmy 13-Mar-2015 Open

2. Click the Product name to open the specific ‘Product page’. To review the document click the
document name.

3. After the review you need to ‘Approve’ or ‘Reject’ the document by clicking the appropriate button

=
. A new window will appear where you can insert remarks.

4. Click 'OK’ to finish the approval procedure. And the status of the document will change to Approved
or Rejected.

3.2.1.4.4.4 Adding minutes of meetings

Fast consultation of the minutes of meetings can be very useful for the project team members and
makes the dissemination of minutes and diary dates unnecessary.

In the logs section on your project dashboard you find a link for ‘Minutes of meetings’. Here you can
keep all of the meeting reports and appropriate documents.

1. Go to the ‘Project dashboard’

2. Select ‘Minutes of meetings’ under the logs.

[a] auality review log

Change log
[A] Daily s Action log

Lessons leamed log

[m] Minutes of meetings

Logs

3. Using '+’ you can add the minutes of the meeting, with ‘+ note’ you can add a note and with remove
you can remove it again.

4. Using the ‘History’ and ‘Update’ buttons you can look at the history of a document and with update
you can replace an existing document (see Updating a document| 99°).
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Documents (files, links, text)

Name Description Revision

B pending_timesheets xls Minutes of Meeting 1

Drag documents here or click to add

Documents (files, links, text)

MName Description Revision

Drag documents here or click to add
Minutes of meetings

3.2.1.4.5 Issues, risks, quality reviews and lessons learned

Within the Principal Toolbox all (possible) log items (issues, risks, quality reviews, changes, lessons
learned) can be logged through the different logs available on the project dashboard.

On all logs custom fields can be defined with the add-on ‘Custom fields’[237. Only the basic
functionality is explained in the manual. The logs available within the Principal Toolbox, are
o Issue logl0%

o Risk log/io

e Quality review log|105)

e Change log/107

o Daily / Action log 1081

e Lessons learned log|108

Note: An issue, risk etc. can initially be created on project level, but after examination can be
reassigned to a specific product or work package. To assign an issue, risk, etc. to a product (or
to change the product which is affected) open the issue and select the appropriate product in
the pull-down menu at 'Product'.

Note: The owner of a log item are able to change all information of that log item. The project
manager and project support can change all information of all log items at any time.

Note: As of release 7.0, it is possible to define a custom page layout on all log items. Such a
page layout is defined in the project model.
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Master D database = Proj =G

> Unified Communic ations > Audioc onferencing > Issue log > 1: Bug found in version.

Issue 1: Bug found in version 7.5

Properties History

Description: Bug found in version 7.5
Type: Issue

Status:

Priority: 1

Due Date: 05-Apr-2015

Owner: Dick Kriets

Creator: Rob van Noortsingel
Create Date: 19-Mar-2015
Product / Plan item:

Remarks:

Decision: Open

Standard fields

Deadline: - Topic:

Actions +

* Open Actions

Nr  Name Description D Owner Related To Due Date Remarks by Owner

Discussions +

Creator (Date) Message

Documents (files, links, text) + o+ Note

Name Description Revision Published Publisher

Drag dotuments here or click to add

Adding an issue

History log
For every log-item there is a history tab available. This shows history information for tracking who has
done what.

Issue: 1: Bug found in version 7.5

Properties History
Person Date Object Action Change
Reob van Noortsinge! 18-Mar-2015 1: Bug found in version 7.5 Cresate

History tab for an issue

Discussion messages on log items
On a log item it is possible to add discussion messages. On these messages the author and date is
registered.

Discussions +

Creator (Date)

Message

Here you are able to start a new discussion

3.2.1.4.5.1 Issue log
Issues can be created in two ways; by clicking ‘Issue log’ on the ‘Project dashboard’ or by making a
new issue from a product on the product page. In the second case the issue will automatically be
related to the specific product.
1. Go to the summary page of a product.

2. Now click the tab 'Logs’.

3. Click “+" in the blue ‘Issue listing’ bar. Then fill in the following information:
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Issues
= ﬁ Copy Move /‘ *Open Issues \iew
Description . Give a description of the issue.
Type . Choose the type; RFC, Off-spec, Question, Concern or Issue.
Status . Give the status of the issue.
Priority : Decide the priority of the issue.
Due date :  When does the issue need to be resolved?
Decision . The decision concerning the issue.
Owner . Owner/responsible person for the issue.
Product : To which product or work package is the issue related, leave blank when
it is project related.
Remarks : Any remarks concerning the issue.

4. By clicking ‘+’ or '+ note’ you can add important documents/notes on to the issue.

Master D

= Collaboration = Unified Communic afions > Audioc onferencing > Issue log > 1: Bug found in version.

Issue 1: Bug found in version 7.5

Properties History

Description: Bug found in version 7.5 Owner: Dick Krists

Type: Issue Creator: Rob van Noortsingel
Status: - Create Date: 15-Mar-2015
Priority: 1 Product / Plan item:

Due Date: 05-Apr-2015 Remarks:

Decision: Open

Standard fields

Deadline: - Topic:

Actions + * Open Actions
Nr Name Description [ owner Related To Due Date Remarks by Owner
Discussions +
Creator (Date) Message
Documents (files, links, text) + o= Note

Name Description Revision Published  Publisher

Drag dotuments here or click to add

Adding a new issue
5. You can always alter the issue later by clicking on the issue in the 'Issue log'.

6. The project manager and project support roles can also copy and move issues. To copy an issue to
. Copy Move .
another programme or project, you can use the 'Copy' and 'Move' buttons: . With
copy, you create a duplicate issue within your own project. With the move button, you can select
another project or programme to move the risk to.

7. In order to close an issue you can set the ‘Status’ to ‘Closed’ but you can also select the log item(s)
by clicking the row to select and then clicking the 'v"* button.

Note: All project team members are allowed to create new issues. The project manager and
project support can edit all issues. The owner and creator of an issue can edit all information of
that particular issue.

3.2.1.4.5.2 Risk log

The risk log is a central place where risks are identified, described and where certain decisions and
actions are taken.
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A risk can be made in two ways; by clicking ‘Risk log’ on the ‘Project dashboard’ or by making a new
risk at a product on the ‘Product page’. In the second case the risk is automatically related to the
specific product.

1. Go to the ‘Product page’ of a product.

2. Now click the tab 'Logs’.

3. Click here behind ‘Risk listing’ on ‘+’. Then fill in the following information:

Risks
+ @
Nr Description 0D A Type Owner Product / Plan item Cue |
W - =1 |Risklog 0 DL - L - - L
Description :  Give a description of the risk.
Type :  Fill'in the type of risk.
Status : Fill'in the risk status.
Priority . Decide the risk priority.
Due date . Final date where after risk measures need to be taken.
Decision . The decision of the risk occurring.
Chance :  Chance of the risk occurring.
Severity :  Impact cause upon risk occurrence.
Owner . Owner/responsible person for the risk.
Creator : Author of the risk.
Product :  To which product is the risk related, leave blank when it is project related.
Remarks : Any remarks concerning the issue.

4. Save your new entry by clicking the 'Save' button.
5. Furthermore you can also add an action to the risk by clicking ‘+’ behind ‘Risk listing.

6. By clicking ‘+’ or '+ note’ you can add important documents/notes to the risk.
7. You can change the risk any time at a later date by clicking it's description in the ‘Risk log'.
8. Close a risk by setting the status to 'Closed’

9. The project manager and project support roles can also copy and move risks. To copy a risk to
Copy Move
another programme or project, you can use the 'Copy' and 'Move' buttons: o . With
copy, you create a duplicate risk within your own project. With the move button, you can select
another project or programme to move the risk to.

Note: Only the project manager and project support can create new risks. However, the owner
and reviewer of a product can also create risks related to that product. The project manager and
project support can edit all risks. The owner and creator of a risk can edit all information of that
particular risk.

3.2.1.4.5.3 Quality review log

A quality review (quality control) is a standard method to test a product for its measurable quality
criteria. This technique is especially suitable for documents (e.g. developments, procedures and
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reports).

The criteria for the quality of a product are taken up in a product description. It describes the goal of

the product, the composition of the product, which sources are to be used, the form in which the

product should be delivered and which quality criteria the product must meet.

We will describe the quality review procedure underneath:

1. Go to the ‘Product page’ of a product. The ‘checked’ date on this page gives the date on which the
quality review should be finished. To document this further, quality reviews can be created in the
quality review log.

2. Click the 'Logs’ tab.

3. Click *+" in the blue "Quality review listing" bar.

Quality reviews

+ o

Nr Description 0D A Method Reviewer

(] « = — Qualty review log item 0 0 B -

4. Fill in the following information:

Description . Short description of the quality review.

Status . Open/Closed. Has the review been carried out?

Priority . Priority of the quality review.

Due date : When is the review due by.

Method . Describe the method (see the Product Description).

Reviewer : Who will carry out the review.

Results . Give the review results. (--, OK and action items)

Owner . Owner of the quality review.

Creator . Creator of the quality review.

Created . Date when the quality review was made.

Product : To which product is the review related, leave blank when it is project
related.

Remarks : Remarks with regard to the quality review.

5. Click the 'Save' button to save your new entry.

6. Itis possible to add actions and documents to the quality review. To add an action you need to do
the following; click ‘+’ behind ‘Action listing’ and fill in the following information:

Name : Name (identifier) of the action

Description :  Description of the action

Status . Status (open / closed)

Priority . Priority

Due date : When should the action be finished

Owner : Owner / person responsible for the action
Creator : Who has created the action

Related to :  Here alink to the quality review will be shown.
Remarks : Any remarks, status description.

7. Click the 'Save' button to save your new entry.
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8. By clicking ‘+' or '+ note’ behind documents you can add documents or notes with additional
information to the quality review.

Cluahly review 1. Cuahly renew og ilem

Fopart as 1 listory

Duwua i Liualy mevimw log nem Ownizn -
SEnTiAas = f.ERATAE ek wan Hesrsngel
Fricniy: - Uregte Date: Tafdar-201 5

Dz Dalzi L Fooued s Plan itmn;

Wethed: Hemarss:

Ruvigwn -

LT - -

Standard flelds

Pro-duuun; - Aupoverisis -
Mrme bz a2 - - Targed Apprecanl Dnke:
larg et Bayes Dats: L Acteal Approval Lake:
Atlual Reaiow Dals L Rzzull; Limar tant nane
Actlons
Mr  Ham: Neaeriptan |_'| fwncr Rednton Ta e M Gomarka by Danier
Discussians
Creater [Nate] Mraang

Documants (s, Inks, Txw)

B Feomedpting Rresrdalon
Tirng) dneumemts Fose or elth T o

Adding a quality review

9. To copy or move a Quality review to another programme or project, you can use the ‘Copy’ or

, \ Copy Move
Move' button:

3.2.1.4.5.4 Change log

The Principal Toolbox has a separate ‘Change log’, which offers a central repository for documentation
of changes within your project.

The project manager needs to judge all issues by their priority and their impact. In case that an issue
(off-spec, RFC) falls within the tolerance of a stage then he/she can choose to accept the issue and
log the change in the ‘Change log'.

If an issue leads to the result that the project/stage is threatened to fall outside the tolerances set the
project manager needs to discuss the issue with the project board. They decide whether actions on the
issue are carried out or not. If the project board decides to accept the issue then the project manager
needs to define a change.

1. Go to the ‘Project dashboard'.
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3.2.1.455

2. Go to the ‘Change log'.

3. Click '+" in the blue ‘Change listing’ bar.

Changes

&= * Open Changes \View

Nr Description O A Type owner Product / Plan item Due Date Remarks

4. Fill in the following information:

Description . Description of the change.

Type . Choose between Specification, Hours, Costs and Planning
Status . Open/ closed

Priority : Low, normal, high, critical

Due date : Optional, final date the change needs to be dealt with.
Owner . Responsible owner of the change

Creator . Creator of the change.

Created . Date of creation

Product :  Optional: product the change is related to.

Remarks : Any remarks / status description.

5. Save the new entry by clicking the 'Save' button.

6. If necessary, it is possible to add a related action to the change. Click ‘+’ in the blue 'Action listing’
header on the details page of the change. For more info about actions see Daily/action log|108

7. By clicking *+’ or '+ note’ in the 'Documents' header you can add any related documents or notes.

8. To copy or move a change to another programme or project, you can use the 'Copy" or 'Move'

Copy Mowve
button: i

9. To close the change, set the status of the change to 'closed'. Alternatively, from the change log, you
can select the change and set the status to closed with the v* button.

Daily/action log

Actions can be created from product pages, related to issues, risks, changes, quality reviews and from
the action log.

To define an action do the following:

1. There are several places from where you can create actions, if you have the correct user rights:
a. From the project dashboard, open the 'Daily/action log'.
b. Alternatively, go the ‘Logs' tab of a product.
c. Find the blue 'Action listing' header when on the detail page of an issue, risk, or other log item.

2. Now click Action log and fill in the following information:
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Name : Name of the action.
Description . Description of the action.
Status . Status (Open/Closed).
Priority : Priority.
Due date : When does the action need to be completed.
Owner . Owner/responsible for the product.
Creator . Creator of the action.
Related to :  Relation to a product, issue, risk, etc.
Remarks : Any remarks

Action 1: Action log

Properties History

Name: Action log Owni
Description: Creat
Status: - - Creat
Priority: - Prod
Due Date: L Relat
Rem:
Discussions
Creator (Date) Message

Documents (files, links, text)

Mame Description
Drag documents here or
Adding an action
3. Click the 'Save' button to save your new action.

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit all
information of that particular action

3.2.1.4.5.6 Lessons learned

To archive positive or negative experiences that may be useful in future projects the lessons learned
log is available. Based on the lessons learned log you can create an automated 'lessons learned
report' at the end of the project. The lessons learned can be from all areas of interest; the project
management method, tools used, good/bad experience with suppliers, etc.
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The report can published to allow the organisation to improve the best practices from among other
things its project management. Add valuable lessons learned to the project model(s) to have them
easily available for project managers and team members.

1. Go to the ‘Project dashboard’
2. Now click the 'Lessons learned log'.
‘= Logs
[ Issuelog
[r] Risklog
[a] Quality review log
Change log
[2] Daily/Action log
Lessons learned log

[m] Minutes of meetings 1
Lessons learned log

3. Create a new lessons learned entry by clicking "+'.

4. Fill in the following information:

Name : Name of the lesson learned

Creator :  The creator is filled in by the tool.

Created . Creation date of the lesson learned. Filled automatically.
Remarks . Explanation of the lesson learned.

5. If more information needs to be added to the lesson learned, a document or note can be attached.
Click ‘+’ or ‘+ note’ in the blue 'Documents' header to add a document or note.

6. After completion of these actions, click the ‘Save' button to save the new entry.

7. To copy or move a lessons learned to another programme or project, you can use the ‘Copy" or

\ , Copy Move
Move' button:

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit all
information of that particular action.
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3.2.15

Finishing a project

Once the products of the project have been realised the project needs to be finished in a controlled
way. A number of management products such as the lessons learned report, end project report, and a
follow-on action recommendation can be used to report about open actions and recommendations.
The project board will then confirm the project closure.

The lessons learned report can be based on the lessons learned log that has been kept during the
project. It is quite easy to generate an automated report 2of1 of this log.

The other logs can be consulted to make the end project report and the recommendations for follow up
actions. In the recommendations for follow on actions all the points of attention are shown that are no
longer carried out in the project but can be dealt in a new project.

In this section we will further review:
- archiving projects; [11)
- removing a project or project model. [112)

The activities described in this section can only be carried out by the programme manager.

3.2.1.5.1 Archiving a project (-model)

Note: Archiving a project can be done by the manager of a programme / project list, or the
system administrator. Archived projects are no longer visible to users without these roles. If you
want the project to remain available, create a separate project list called 'Archived projects’, or a
similar name.

After the project has been finished and the project organisation has been disbanded the project can be
archived.

.
FORTES,@ 4+ Projectmanagement Search B  Robvan Noortsingel Help Setup

Dashboard Documents & Knowledge Models Archive

Programme / Project list Archive Restore

Name * Description

2. Lean Management IT Theme: Lean Management

Project Model Archive Restore

=

Name * Objective Project Manager(s)
Projectmodel - BAM ICT
Services

Model voor het opzettenvan  Albert Swank
PRINCEZ projesten

Programme Model Archive

=]
o
3
g
3

Name * Objective Project Manager(s)

MSP Programme model v2 Model for settung up an MSP  Erik van den Bosch
programme

Archive
1. Go to the ‘Programme dashboard'.

2. Select the project concerned by clicking on it's row.

Archive
3. Click to move the selected project(s) to the archive tab.

4. In a pop-up window, you are asked to confirm archiving the selected project (-model). After clicking
OK the project (-model) is move to the archive.

5. The archive can be found at the tab 'Archive’ on the programme / project list level. Note that each
programme or project list has its own archive.

6. Restoring a project or project model can be done from the 'Archive' tab.
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3.2.1.5.2 Removing projects and project models

3.2.2

Removing projects and project models requires two steps; first you need to archive the project (model)
and thereafter you can remove the project (model) from the archive. How to archive a project (model),
see chapter Archiving a project (-model)[11f.

1. After archiving a project (model), go to archived project (model) by clicking the 'Archive' tab.

-
FOBTES m A Projectmanagement Search @  Rob van Noortsingel Help Setup
Projectmanagement (]

Dashboard Documents & Knowledge Models Archive

Programme / Project list Archive o Restore

Name * Descrij ption
2. Lean Management IT Theme: Lean Management
Project Model Archive o Restore
Name + Obijective Project Manager(s)
BAM ICT Services Projec tmodel - BAM ICT
Services
Beheerders training - projectmodel  Model voor het opzetten van  Albert Swank
BOX BV PRINCEZ projecten

Generic Project model 2.7

Programme Model Archive Restore.

Name * Obijective Project Manager(s)

MSP Programme model v2 Model for settung up an MSP Erik van den Bosch
programme

Archive tab

2. Select the project (model) concerned by clicking it's row.

3. Click * " behind the project (model) and confirm with ‘OK’.

m Restore

Remember: Once projects or project models have been removed from Principal Toolbox it is
not possible to roll back this decision.

Generic PRINCE2 Project

As of release 6.0 a new project model has been made available. The new project model, called
Generic PRINCE2 Planning Model, offers new functionalities for the Gantt. To be able to use the new
Generic PRINCE2 Planning Model, you will have to import the new project model first. You can request
the new Generic PRINCE2 Planning Model from our Support Office.

Starting up a new project with the Generic PRINCE2 Planning Model:

1. Go to the Portfolio dashboard and click on + in the ‘Project listing’.
2. Enter the details and select the new project model.
3. Select a project manager and click on OK to create the project.

The project is now available on the programme and/or portfolio dashboard. The project manager is
now able to start planning his or her project.

Generic information about planning and managing a project is provided as part of the classic project
planning| s4.
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3.221

Planning a Project

With the Generic PRINCE2 Project Planning it is no longer possible to edit the project plan via the
project dashboard or via the ‘Plan’ tab. The ‘Plan’ and ‘Gantt’ tabs have been replaced by one tab
called ‘Planning’. The tab ‘Planning’ contains three sub-tabs: ‘Gantt’, ‘Costs’ and ‘Hours’. On the tab
‘Gantt’ you can add new planning items (products, work packages or stages) and edit the planning of
those items.

-
FOBTES w ﬁ Projectmanagement Generic.. Search [a] Rob van Noortsingel Help Setup

Project Model: Generic PRINCE2 Planning Model (EN) /s 8

Dashboard Properties Product Breakdown Planning Resource Management ~ Documents Report

Gantt | Costs Resources
Project Gantt ® Stage @ Work Package ® S roduct @ Management Product @ Board Product @ Activity @ Product Breakdown Q search =
E  NoBaselne v @ - Defaut - -
i MName Owiner Start Planned  Final Planned  Percent; Dec 2012 Jan 2013 + | [Mame
o 30007 2 3T 14 2128 B Generic PRINCE Planning Modsl (EN)
B Generic PRINCE2 Planning Model (EN) 01-Jan-2013  01-Jan-2013 0% * ER
® - Project start-up 01-Jan-2013  01-Jan-2013 0% * Product
Y Project Mandate 01-Jan-2013  01-Jan-2013 0% .
Y Project Brief 01-Jan-2013  01-Jan-2013 0% .
® nitiation Stage Plan 01-Jan-2013  01-Jan-2013 0% .
® i Initiation Stage Authorisation 01-Jan-2013  01-Jan-2013 0% 1
) - Project initiation 01-Jan-2013  01-Jan-2013 0% *
[ ] i - Initial Business Case 01-Jan-2013  01-Jan-2013 0% 1
® Project Intiation Document (PID) 01-Jan-2013  01-Jan-2013 0% .
Y Next stage plan 01-Jan-2013  01-Jan-2013 0% .
Y Project Authorisation 01-Jan-2013  01-Jan-2013 0% . o
Y i~ Execution stage 01-Jan-2013  01-Jan-2013 0% *
® H El- Work Package 01-Jan-2013  01-Jan-2013 0% *
' i duct 01-Jan-2013  01-Jan-2013 0% 1
Y ighlight Report 01-Jan-2013 01-Jan-2013 0% 1
Y End Stage Report 01-Jan-2013  01-Jan-2013 0% 1 =
4| 1 »

Generic PRINCE2 Planning Model

Adding a planning item:
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1. Go to the tab ‘Planning’ to edit the
project plan.

2. Click on the tab ‘Gantt’ on to edit
the project plan.

3. Click on a '+ to add a new planning item. 7] 4 @ . B Project Brief

A new row will appear. Give the item a ]+ T

name. ® | | ”
N+ & | b Initiation Stage Plan
NI L. |nitiation Stage Authorisation

4. The item can be moved by dragging and
dropping it. The green or the blue arrow will
indicate where the item will be placed.

5. A planning item isn't a product, work
package or stage yet. To edit a planning
item, select the row by using the ‘v

Stage
Work Package

Specialist Product

6. Use Change Type to change the
planning item in to a product, work package
or activity. Eoard Product
Activity

Management Product

Planning a project:
1. It is possible to planning an item by enlarging and
dragging the bar on the Gantt.

—
2. Itis also possible to plan items by using the calendar in
the columns ‘Start Planned’ and ‘Final Planned’.
I
3. Dependencies can be defined by clicking on the item and P !
dragging a line to the next item.
—
4. Click on Save to save your changes. I
e

It is also possible to define milestones on the product page. The product page can be accessed via the
'Project Dashboard'.

Percentage Completed:
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It is also possible to enter a ——
‘Percentage Completed’ per item

on the Gantt. The percentage

can be entered by the project 1
manager on the Gantt or by the

product owner on the product I
page. The result will be

displayed directly on the Gantt
with black bars.

Note: For summary items
the % complete is
calculated based on the
duration of underlying plan
items.

Product Breakdown Structure
Next to the Gantt you can define you product breakdown structure. On the tab Product Breakdown
Structure you can view the results of the changes.

Define Product Breakdown Structure:

1. Click on the ‘+' to add a new specialist

product . A new row will appear. Give the product ~Product Breakdown Q, |search =
a name.

2. Itis possible to move a product by dragging Snecialist Product -
and dropping the product.

3. Select the (specialist) product by using the ‘v [7] 4= Name

in front of the product. & Generic PRINCEZ2 Planning Model (EN)

4. Define the hierarchy of the products by + =l SIEL LI
- O+ El -:—'-':-;'L.-;: i
selecting product and using the buttons ]+ t i~ Product 1.1
- - WL : - Product 1.2
and . With you can lower the ]+ : e Product 1.3
*- ] = . Product 1.4
level, with you can increase it. ]+ Lo Product 2

5. Take a look at the result on the tab ‘Product
Breakdown Structure’.

Product Breakdown ]
- o = |#| Show Unassigned Products
C} Assigned Product
Unassigned Product
Breakdown
//\\
- ™,
S N
/
Q Product 1 Product 2
7
N T
- / N, -~
e 14 \ ~
Product 1.1 Product 1.2 Product 1.3 Product 1.4

Product Breakdown Structure with the Generic PRINCE2 Planning Model
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Available buttons on the Gantt:
Following buttons are available on the Gantt planning:

1. Remove selected planning items.
2. Move selected planning items to the left.

3. Move selected planning items to the right.

4. Create dependencies between 2 products (use Ctrl+click,
Shift+click or the ‘v’ to select multiple products).

5. Remove a dependency.

6. Solve problems arising from conflicting dependencies.

7. Create an image of the Gantt as currently shown.

The image that is generated shows the project planning as
currently shown in the browser including expanded/collapsed
breakdown and/or planning items, time scale etc. It will however
include the entire planning (no vertical clipping).

When clicking the button, a dialog appears which allows to copy
the image to the clipboard or save it as an image file. The image
can be used for reporting or printing.

Note: The actual image is in full resolution, it is only shown
smaller within the dialog.

8. Determine the scale of the Gantt. It is now possible to zoom in,
out or fit entire project planning within the available Gantt-width.

Note: As an alternative to zooming in/out etc. the timeline
header can be clicked as well. The Gantt will zoom to the
period that is clicked, e.g. when clicking on 'januari', the
Gantt will zoom in to this period alone.

When right-clicking the timeline header, the zoom-level will
be restored to the previous setting (‘back’).

Finally, a selection of the timeline can be made by clicking
the timeline at the start of the period to be selected and
holding the mouse-button down while dragging the mouse to
the end of the period. On release of the mouse-button, the
timeline header will zoom to the selected period.

Setting baselines
It is also possible to set baselines.

[1]
- =
) ca
"
Gl

Right-click to save or copy the image

1. Right-click the thumbnail
2. Select Save or Copy Image from the menu
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1. Go to the ‘Gantt’ tab and click on Set.

2. Select ‘Initial baseline’ or ‘Actual baseline’ and click on Set.

3. You can now select the baseline that you would like to display (Initial and Current Baselines
above the Gantt.

Set Baseline

Set Can

Working with views
It is possible to create a modified view on the Gantt. This way, you can determine which information
will be displayed on the Gantt.

f.l
1. Click on - to edit the Gantt.

. View
2. Click on ) and select Columns.

3. Select the columns you would like to display by using the ‘v".
A new or edited view needs to be saved; otherwise the view will be lost!

4. Click on Save as in the same dropdown menu .
5. Select ‘New’ and give the view a name.

6. Confirm with Save View.

7. Select the new view below default.

3.2.2.2 Planning Costs

On the tab ‘Costs’ you can capture the (planned) costs of the project plan. Furthermore, it is also
possible to display the budget and actuals here. Costs can also be linked to financial categories.

-
FOBTES w ﬁ Projectmanagement Generic... Search [a) Rob van Neortsingel Help Setup

Project Model: Generic PRINCEZ2 Planning Model (EN) Cancel [

Dashboard Properties Product Breakdown Planning Resource Management ~ Documents Report

Gantt Costs Resources
Project Gantt Change type ® Stage @ Work Package ® Specialist Product @ Management Product ® Board Product ® Activity [
© = G NoBaseine v set @ v |Defaut |v| View
D i Name Start Planned  Final Planned  Planned Cc Total Actua Dec 2012 Jan 2013 -
L 310 17. 24 M. 7. 14 21. 28
+ - Generic PRINCEZ2 Planning Model (EN) 01-Jan-2013  01-Jan-2013 &

O+ e El- Project start-up 01-Jan-2013  01-Jan-2013 *

O+ @ ! L Project Mandate 01-Jan-201 [7] 01-Jan-201 1

O+ @ i b Project Brief 01-Jan-201 [7] 01-Jan-201 "

i+ @ Initiation Stage Plan 01-Jan-201 [7] 01-Jan-201 "

O+ e iw Initiation Stage Authorisation 01-Jan-201 [57] 01-Jan-201 1

O+ @ El- Project initiation 01-Jan-2013  01-Jan-2013 *

O+ @ i I~ Initisl Business Case 01-Jan-201 [ 01-Jan-201 1

B+ e Project Initiation Document (PID)  01-Jan-201 [57] 01-Jan-201 1

O+ @ Next stage plan 01-Jan-201 [] D1-Jan-201 "

O+ e i - Project Authorisation 01-Jan-201 [77] 01-Jan-201 " M

Cost Summary &
Q Add Financial Category

Financial Category Budget Planned Actual

No data found

Plan costs with the Generic PRINCE2 Planning Model

Note: by default, the project budget is captured on the portfolio and will only be displayed on the
project. This depends on the financial configuration on the portfolio.
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Capture planned costs:
n Flanned Costs

ff
1. Go to the tab ‘Costs’ and click on - Omega Project
E| Project start-up
! ----- Project Mandate
b Project Brief
b Initiation Stage Plan

2. Double click on the Gantt in the column ‘Planned Costs’. The
planned costs can be captured per product on the Gantt.

L Inifiation Stage Authorisafion

E| Project initiation

Project Initiation Document (PID) |

Mext stage plan

3. Click on Add financial category.

i Inifial Business Case

4. Select the required financial categories and click on Add. Projec iiaton Document (1D *

Start Planned: 08-Feb-2013 Duration In Days (days): 6
Final Planned: 15-Feb-2013 Duration In Days (hours): 48
. . . . . . Costs section
5. Click on the empty field behind the financial category (in the | swrnacaicaesy Costs e spread over perod
column ‘Planned’) and enter the planned costs. This will Homd __ ke
immediately create an entry. When the planning changes the =

entries will also be modified.

OK  Cancel

The budget, planned costs and actuals will be displayed on the summary section on the bottom of the
‘Costs’ tab.

Note: if budget is editable for the project manager, the budget can be set here by double
clicking budget field in edit mode. Budgets are set on project level only!

Cost Summary

Q
Financial Category Budget Planned Actual
- Summary 1,000 a70

- Capex 500 475

L Opex 500 495

Summary section with costs

3.2.2.3 Planning Resources

On the tab ‘Resources’ it is possible to capture planned and budgeted hours per resource or skill.

Note: When a project is linked to a resource pool, see resource allocation|14f1, the allocated
hours are shown and there is no budget in hours. However, when this link is not available, the
budget for hours can be captured on the project itself by the project manager.
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-
FORTES w ﬁ Projectmanagement Generic.. Search [a] Rob van Noortsingel Help Setup

Project Model: Generic PRINCEZ2 Planning Model (EN) Save Cancel [ +]

Dashboard Properties Product Breakdown Planning Resource Management ~ Documents Report

Gantt Costs Resources
Project Gantt Changetyps v ® Stage @ Work Package ® SpeciaistProduct @ Management Product ® Board Product @ Activity @
i L] - - =1 €3 % (A NoBaseline |v | set @ ~ |Defaut |v  View =
i Name Start Planned  Final Planned  Planned Ho Actual Hou Dec 2012 Jan 2013 -
L 3 10. 17.] 28 31 7. 14. 21. 26
+ - Generic PRINCEZ2 Planning Model (EN) 01-Jan-2013  01-Jan-2013 *

+ e El- Project start-up 01-Jan-2013  01-Jan-2013 *

+ o ! L Project Mandate 01-Jan-201 [7] 01-Jan-201 1

+ o - Project Brief 01-Jan-201 [7] D1-Jan-201 "

+ e Intiation Stage Plan 01-Jan-201 [7] D1-Jan-201 "

+ e i L Initistion Stage Authorisation 01-Jan-201 [57] 01-Jan-201 1

+ e El- Project initiation 01-Jan-2013  01-Jan-2013 *

+ @ i I~ Initisl Business Case 01-Jan-201 [ 01-Jan-201 1

+ e -~ Project Initiation Document (PID)  01-Jan-201 [57] 01-Jan-201 1

+ e Next stage plan 01-Jan-201 [] D1-Jan-201 "

+ e i Project Authorisation 01-Jan-201 [7] D1-Jan-201 . =

Resource Summary &
Q)

skil Resource Pool Planned Actual Allocation

No data found

Plan hours with the Generic PRINCE2 Planning Model

Hour budget per resource:

Project Manager ICT ®
1. Go to the tab ‘Resources’ and click on . start End S

| X ot-Feb2013 [ |

a8 4 February 2013 = 3

2. Double click the desired row, a pop-up opens. Click
on Add Resource.

28 29 30 31 1 2 3
4/ /5 |6 78 9 10

3. Select the required resources and confirm with Add. 112 1415 16 17

18 19 20 21 22 23 24
4. Double click on the empty field behind the resource 25 26 27 28 1 23
and enter a start and end date with a budget. 40516 (78 9/10

QK || Cancel

Or:

Add Skill *®
5. Go to the tab ‘Resources’ and click on . Q

| Consultant (Jr.)
Conzultant {Sr.)
Project Manager ICT

6. Double click the desired row, a pop-up opens. Click

on Add Skill. Software Engineer

7. Select the required skills and confirm with Add.

8. Double click on the empty field behind the skill and
enter a start and end date with a budget.

Plan hours:
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£l
1. Go to the tab ‘Resources’ and click on .

Initiation Stage Authorisation ®
Start Planned 28-Jan-2013 Duration In Days (days): 4
2. Double click on the Gantt in the column ‘Planned Final Planned: #-Jan-2013  Duration In Days (hourel: - 32
Hours'. The planned hours can also be captured per e _
Add Resource | Add Skill Hours are spread over period.
prOdUCt' Skill Resource Planned Hours  Actual Hours
. R Project Manager ICT - 30
3. Click on Add Resource or on Add SKkill. Softwars Enginser - 120
. . . Consultant (Sr.) Arjan van der Laan
4. Select the required resource or skill and click on Total 150

Add.

5. Click on the empty field behind the resource or skill
(in the column ‘Planned’) and enter the planned hours.
This will immediately create an entry. When the
planning changes the entries will also be modified.

OK | Cancel

The budget (or allocated), planned and actual hours will also be displayed on a summary section on
the bottom of the ‘Resources’ tab.

Note: When a project is linked to a resource pool, the pool can be set for resources/skills that
have no allocation set.

Resource Summary

Q
Skill Resource Pool Planned Actual
El Summary 214

- Cole, Peter ICT Pool 100

----- - Edwards, John - 10

‘. Design ICT Pool 20

------ Java ICT Pool 24

Summary section with hours of resources
Single Sheet Project

As of release 5.0 a new project model has been made available. This project model is little more than
a single page (sheet) that contains the most important project information. It is especially useful for
portfolio management by providing a way of letting project managers report project portfolio
information on a regular bases without requiring a full project planning within the Principal Toolbox. It
can also be used to provide a low impact operational project reference that can be converted later on
to a full project (with either classic or generic PRINCE?2 planning| s2).

Starting up a new project with the single Sheet Project Model (also referred to as SSP Model):

1. Go to the Portfolio dashboard and click on New in the ‘Project listing’.
2. Enter the details and select the new project model.
3. Select a project manager and click on OK to create the project.

Project Reporting

The project is now available on the programme and/or portfolio dashboard. If a report request is
submitted to this project, the project manager will typically see this page for the project (with the
request to update and publish the project information). See portfolio reporting| 451 for more information.

Note that the Single Sheet Project also allows for basic document management, see document
management] 271,

Apply model
If the project requires a more detailed planning, the project can be converted into a full project by
clicking the 'Apply Model' button.
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Edit Project

@ Convert this Single Sheet Project to a PRINCE2 Project by selecting a PRINCE2 model.

Select a Model

Project Model: Generic PRINCEZ Planning Modsl

OK Cancel

Apply model for Single Sheet Project

By selecting the required project model and clicking 'OK', the project will be converted to this new
project model. Typically, the project can now be planned in detail, issues and risks tracked etc. See
classic or generic PRINCE2 planning!e31 for more information.
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3.2.4 Managing project models

In the Principal Toolbox, all projects that are created are based on a project model. A project model is
an extensive template for projects. It contains products, templates added to these products, lessons
learned, and automated reports. This way, it is possible to have standardised projects throughout the
organisation, and project managers always have the right templates available. Right from the moment
a project is created, automated reports (if available in the project model) are available for reporting
purposes. Below, an example of the dashboard of a project model is shown.

L
4 > Projectmanagement Generic Search m  AdSupley Help Setup
FORTES®

Project Model: Generic PRINCE2 Planning Model Edit Members Configuration Edit Widgets

Dashboard Properties Product Breakdown Planning Resource Management Documents Report

Logs Project start-up Project initiafion Execufion stage Project closure

Starting Up a Initisting & Project ir ir ‘Closing = Project
Project B T L) o
[Dissuelog o
Managing Product
[®)Risk log T

(@ Quaity review log ® Project Board @ Project Manager  Team Members

[©) change log
Product Checklist

([Apaily / Action log i Name Owner Start Planned  Final Planned  Inifial Baseline Start  Initial Baseline Final  Gurrent £ Jul 2014
A7 M 202 A
Lessons leamed log El- Generic PRINCE2 Planning Model 02-Juk2014  02-Jul-2014
E- Project startup 02-Jul2014  02-Jul-2014
[M)Minutes of meetings i~ Project Mandate 02Jul2014  02Jul2014
i~ Project Brief 02Jul2014  02-Jul2014
i~ Inifiation Stage Plan 020ul2014  02Jul2014
Automated Reports Edit i Initiation Stage Authorisation 02Jul2014  02Juk2014
£ Project initiation 02-Jul2014  02-Ju-2014
i~ Inifial Business Gase 02ul2014  02-Jul2014
i~ Project Initiation Document (PID) 02-Jul-2014 02-Jul-2014
i~ Next stage plan 02Jul2014  02Jul2014
i Project Authorisation 02Jul2014  02-Jul-2014

Part of the dashboard of the Pﬁlf\'l"ffmlféhﬁroject model. The dashboard gflémr‘)‘roject model is identical to a project
dashboard.

R R ]

It is possible to have multiple project models within your organisation. For instance, a default PRINCE2
project model for general use and more specialised project models with specialised content. For
instance, a project model for sales or one for software implementation. For these purposes, you could
build a product breakdown (see the section about product breakdown| 70%) that matches most
situations for these specialised projects.

In the next sections, you will find information about
e Editing project models|122)

e Creating project models /125

e Moving project models [123)

How to create automated reports is explained in the automated reports 2011 section.

See also working with models| 331 for more information.

3.2.4.1 Editing project models

Note: Project models can be edited by the manager of the project model, or by the system
administrator.

Project models can be edited in the same way projects are edited in Principal Toolbox. So, it is
possible to add templates, documents, automated reports, a product breakdown, issues, risks, lessons
learned, etcetera.

Any data you enter into the project model, except for user names (owners of issues, products, etc.) are
copied into projects created with that project model.

To prevent your original project model from being polluted, or your templates etc. from being lost, it is
recommended to work with a temporary project when you want to create or change a project model.
This way, you can enter example data to check views and automated reports, without affecting the
original project model. Take the following steps:
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3.24.2

3.24.3

1. Navigate to a programme / project list where you can create a temporary project. If there is no such
programme or project list, create it or discuss it with the system administrator.

2. Create the temporary project, based on the project model that best approaches your desired end
result.

3. Change the project to match your desired model.
a. Optionally, add a product breakdown for projects with similar end results.
b. Add the default management products that are used in your organisation. Use the blue products
for management products.
. Add green project board products to mark decision points, go / no go decisions in your projects.
. Set up stages, work packages and add the appropriate (management) products to the stages and
work packages.
. Set mandatory items in the planning.
From the project dashboard, add templates to products.
. Add automated reports |20t to your project dashboard.
. Configure custom page layouts for the project properties and/or product / plan items.

o0

>SKQ ™o

4. When finished editing the project, navigate back to the programme / project list dashboard. Create
the project model as described in the next section 125,

5. After finishing the project model, archive and then remove the temporary project.

Notes:

o All operational data in your project will be discarded when creating a project model. So
milestone dates, deliverables, issues, risks, changes, quality reviews, cost and hour data will
be removed.

e Any data in the project model itself will be copied into the project when you create a project
based on that project model, except for any user names in your project.

o After creating a project, there is no link whatsoever between the project model and the
project. So if you change any document templates, or automated reports in the project model,
this will not affect the project.

Creating project models

New project models are always based on existing projects. A system administrator or programme /
project list manager can create project models from any project. First select a project by clicking in the
row of the project concerned. Use the 'Model' button available at the programme / project list
dashboard, as illustrated below.

Projects o Imiport Export M
= Current Stage Progress General Project Manag
initiatieven Opstarifase . [ ] Henk Daniél

Programme Dashboard

In the dialogue, give an appropriate name to the project model. After choosing OK, the project model
will appear on the dashboard of the programme or project list underneath the 'Project model listing'
header at the bottom of the page.

Moving project models

When creating a project model, it will be placed within the programme or project list where it was
created. It will be available to the level it was created and - if they exist - any project lists or
programmes below that level.
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3.244

Moving a project model is done by first exporting it and then importing it into the right location. If you
want to make the project model available to all programmes and project lists, go to the highest level in
the Principal Toolbox and then open the tab 'Models'.

1. Export a project model by selecting it on the project list / programme dashboard. Click 'Export'. In
the dialogue, fill in a name for the project model and optionally a description.

Export Project

@ Export a Projectto a file. Choose whether to export documents /files and security information (members).

Skip Documents / Files: [
Skip security (users): |

OK Cancel

Exporting a project model

2. Navigate to the programme / project list you want to add the project model to. In the 'Project model
listing' header, click the Import button. Give the name for the project model and a description.

3. Select the manager for the project model from the user list.

Import Project

@ Import a Project based on the import file. Provide a name and Project manager for the new imported
Project.
Choose whether to import documents / files. Choose also whether to import security information
(members). This is only usefull if the Project was exported using members that are known as users
within this application and the information was also included on export.
Note: Cost values on products are not imported.

Select import options

Skip Documents / Files:

Skip security (users): |#]

Properties

Name:

Project Manager: Rob van Moortsingel ¥

Select import file
Import file: Bestand kiszen | Geen bestand gekozen

OK Cancel

Importing a project model
4. Locate the project model file you just saved and import it.

5. If you do not want to have the project model on two locations, navigate back to where you created
the model. Archive the project model.

Enterprise models

Project models can be created in any project list or programme. The model will be available on the
level of the containing programme / project list and on all sub-levels. To make a project model
available throughout the Principal Toolbox you can publish it at the so-called enterprise level (the
highest level) in the Principal Toolbox.

Two options are available to get the project model at the highest level.
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3.25

First option
1. The 'new project model' option.
a. Go to the highest level of Principal Toolbox (enterprise level). Open the tab Models.
b. Click New at project model listing.
c. In the dialogue, define the name and description for the project model.
In the lower part of the window, select the programme where the project model is located. Then
select the project model you want to promote to enterprise model.
d. Click OK and the model is added to the list of enterprise project models. The model is now
available within all programmes of Principal Toolbox and can be chosen when creating a new
project anywhere.

Second option
2. With the export / import option.
a. First export the project model you want to publish. The model will now be saved as a file. Save it
at an appropriate location.
b. Then navigate to the highest level of Principal Toolbox (enterprise level). Open the tab Models.
c. Click Import. Choose the project model file and fill in the other fields in the dialogue.
d. Click OK and the model is imported into the list of enterprise project models. The model is now
available within all programmes of Principal Toolbox and can be chosen when creating a new
project anywhere.

9
rp ﬁ' Project management Search - Ad Supley Help Setup

Project management -

Dashboard Deocuments & Knowledge Lessons Leamned Models Archive

Project Models New Import Export Archive
Name % Type Owner{s) Objective
Agile PM Model Project
Generic PRINCE2 Planning Model  Project
Single Sheet Project Model Single Sheet Project
Standard Prince2 2009 Project Model Project model for larger and/or
complex projects
Programme Models New Import Export Archive
Name * Type Owner{s) Objective
MSP Programme model v3 MSP Model for settung up an MSP

programme

Enterprise models
Order administration

As of release 7.5 order administration has been made available. Order administration enables users
capture orders and commitments within the Principal Toolbox. Orders can be linked to plan items. It is
also possible to link multiple orders to a single plan item. Orders provide direct insight in current and
planned expenditures based on planned hours.

To start using order administration the Project Model needs to be reconfigured first:
1. Navigate to the appropriate project model and click to reconfigure the project
model.

2. Set the costs that should be editable within order administration to editable, for 'Costs are entered
on' select 'Orders in the order log and the financial forecast grid on the portfolio reporting tab
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Configure Project Model

Costs and Hours Behaviour

@ When the projectis connected to a portfolio, cost entry behaviour is overridden by portfolio configuration.

Costs

Budget: Editable -
Planned: Editable

Committed: |Editable .
Actual: Editable =

Costs are entered on:

(# Orders in the order log and the financial forecast grid on the portfolio reporting tab
(_'Plan items on the planning tab and the financial forec ast grid on the portfolic reporting tab
(_The financial forecast grid on the portfolio reporting tab

Hours

Allocation: Received from resource pools
Planned: Editable
Actual: Imported (not editable) -

Time Entry

Approval of project hours in
timesheets by project (]
manager{s):

Configuration of hour rates per|g
resource by project manager:
Time entry on project level m
only: -

Customize page

Remarks:
A
Page Picture: Bestand kiezen | Geen bestand gekozen | No Page Picture
OK Cancel

The order administration configuration of the project model.

After configuring the project model navigate to the project where order administration should be
applied.
. +
1. Click to create a new order.
2. Enter a description and select an owner.

3. By clicking on the description further detail can be configured.
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4. Click to start editing the order.
5. On the 'Properties' tab a Product / Plan item can be linked to the order.

6. A Financial Category has to be assigned for every order. This remains editable and can thus be
changed when desired.

7. To edit the financials, click the appropriate field in the 'Financial' section. A special editor opens.
This editor states on what dates certain amounts of costs should be processed.
In the example below on march 26th 2015 100.00 euros and 200.00 euros will be processed.
Committed and Actual costs can be entered using the same process as well.

Master Demo database > Projectmanagement > Operational Excellence > Project SAP improvement > Orders > 1: Pre-payments

Order 1: Pre-payments Save Cancel

Properties History

Description: Pre-payments Qwner: Albert Swank -
Creator: Rob van Noortsinge!
Create Date: 26-Mar-2015
Product / Plan item: - -

Remarks by Owner: The owner can place his remarks considering the order.
By example, why it is made and what costs will be committed to it

Financial

Total Planned: 300.00 Financial Category: C -
Total Committed: e
Total Actual:
Value Bookdate
Remaining Committed:
100.00 26-Mar-2015

200.00 26-Mar-2015

Documents (files, .00~

Name 300.00 Revision Published Publisher

Drag documents here or click to add

Entering costs on orders.

3.3 Time Entry (add-on)

Registration of hours using the Principal Toolbox is done by using the module 'Time Entry'. Users of
the Principal Toolbox who are assigned to so-called Time Registration groups will receive a time sheet
which they can then use to register the hours worked against projects and non-project activities, like
leave. Using these time sheets, actual cost entries can be allocated against projects and non-project
activities according to pre-defined hourly rates.

3.3.1 Generating, submitting and approving time sheets

The process contains the following steps, which are explained in the next sections.

1. Creating a time entry configuration [128)
With this step, you define which products are shown on users' time sheets, and whether or not they
have a free choice of products on their time sheet. Different configurations can be used for different
departments.

2. Creating non-project activity sets|23#
These sets can be used to define activities that are not part of projects. These could be operational
duties, and non-productive hours, like sick leave, holidays, leave. For different departments,
different sets can be created.

3. Creating time entry groups|133)
These groups define departments / teams. Members of a group share configuration, non-project

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 128

activity sets and the approvers of the weekly time sheets.

See also Registration of actual hours| o1 for more information about using Time sheets.

3.3.1.1 Creating a time entry configuration

The time entry configuration defines a number of options for the way time sheets are provided/
managed.

The main configuration concerns the available products or plan items that are shown/selectable on the
time sheet.

Two methods exist depending on the setting at Settings > Configuration > Time Entry > Settings >
Support for Activity Planning.
If set to ' No', the configuration provides following options:
e which products are shown/selectable on time sheets:
e "membership" based: only products of which the user is owner, reviewer or participant
are shown on the time sheet, regardless of budget.
e budget based: only products that have a budget assigned are shown, but then to all
members of a project.

¢ whether only products from active stages are shown, or all products from the project

e whether users are allowed to choose products of projects they are not a member of.

If set to 'Yes', the configuration provides following options:
¢ which filters should be used for pre-selected items

¢ which filters should be used for selectable items
Creating a time entry configuration (Support for Activity Planning = No)
There are multiple ways to create time entry configuration. The default way to define a time entry
configuration is described below.

1. Navigate to the Time Entry module.

FORTES 'mq ﬁ Time Entry Search [a) Rob van Noortsingel Help Setup

Time Entry Edit Members Customise Page Text

Dashboard Archive

@ Atime registration group contains a group of persons for time entry
il2 Automated Reports / Atime entry group must use a single configuration and any number of non-project activity sets (NPA sets).
NPA sets and time entry configurations can be modified and created in ‘Setup->Configuration’
B3 Open weekstaten

Time Entry Groups +  Amhive  *AlTime Entry Grouf View
B} Gosdgekeurde weskstaten

Name % Description Group Manager Configuration Non-project activity sets

il. Reports Development Ad Supley Algemeen Management

Fortes Urenverantwoording All Customers, Jan  Algemeen Management, niet-productief
Time Entry Groups Kiers

Time entry test Den Haag Wichiel Jaeger, Renate  Algemeen Non-project activity set Den Haag

Non-Project Activity Sets Brand

\Vioorbeeld tidsregistratiegroep  Approvers, members, configuration and nen-project activities form a Algemeen niet-produc tief
Activities time entry group

Time Sheets
Timesheet Rows

Cost/Hour Entries

1l. Timeline Reports

Entries
Time Entry Page

2. On the Dashboard tab that appears, click + in the header Time entry configurations to create a
new time sheet configuration.
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Add Time Entry Group

Edit Name and Description

Name:

Description:

Select Members

Manager
Rob van Noortsingel o
< Add

Remove ->

Support
< Add

Remove ->

Available users

Ad Supley
Albert Swank

All Customers
AllPartners
Ashfague Chowdhury
Berend Tel

Bjorn Grob

Bob Hotho
Bram de Vuyst

Cindy van Kerkwik
Danielke van Roclen
Dick Kriets

Doug Gore

Eduard ven Zeeland

Reader

<- Add

Remove ->

Edwin Koose
Erik Aglbersberg
Etienne Krame

Fortes (User group)
Gabor \is van Heemst
Hans Spread

Henk Daniél

Henny Vans
Jan-'Willem Boots
Johan Steurvis

John Mitchell

Jon Wright

Time Entry Configuration

Configuration: Algemsen
Minimum hours per time sheet: 0.00

Non-Project Activities

Non-project activity sets: | Fortes

I Management
niet-proguctief
Unon-project activity set Den Haag

Cpuo

oK Cancel

Time Entry Configuration
3. Fill in the following information:

Name

Description

Product membership
Product budget
Allow free entry

4. Click Save to store the time registration configuration.

5. Now you can close this dialog, by clicking Close.

»

Name of the time entry configuration.

Description of the time entry configuration.

Select which products will be automatically available for time entry.
Select which products will be automatically available for time entry.
Select if users may select products free.

Time entry configuration with product / plan item filters (Support for Activity Planning = Yes)
Another way to create a time entry configuration is by using so-called 'Planning Item Filters'. These
configuration options are bit more flexible and offer more filter options.

1. To enable the 'Planning Item Filters' navigate to Setup, Configuration and click on Time Entry

and Settings.

2. Click on Edit to enable the 'Support for Activity Planning'.
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-
FORTES w ﬁ Goto Search [a] Rob van Noortsingel Help Setup

Options + - Settings

Wodule name: Time Entry
Principal Toolbox

Portfolio Management Settings for Time Entry
Classic Project Migration
Noifications settings
MS Project integration
Pack Project Offfine
Conversions
Manege Hour Rates Setting Default value Custom value
Currencies
Resource Categories Alow project manager(s) to approve hours @ @ No O Ne
Financial Categories Allow project manager(s) to configure hour rates @ No O (e v
Manage Rescurces per reaouree
Mengge Skil
El Time Entry Support for Activity Planning @ © No ® Yes w
Settings
Exclusions Tor PMI-approval
Manage lime sheets oK  Cancel

Manage Time Entry Configurations
Manage entries
Manage Non-project Activity Sets
Resource Alotation
Customize fields
Approval entries
Advanced Configuration

Enable Support for Activity Planning

3. Go back to the Time Entry module.

4. Click on + in the header Time Entry Configurations to create a new time entry configuration.
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Add Time Entry Group

Edit Name and Description

Name:

Description:

Select Members

Manager Available users

Rob van Noortsingsl -
Ad Supley
Albert Swank
All Customers
All Partners
- Ashfague Chowdhury
Berend Tel
Support Bjorn Grob

" Bob Hotho

= Add Eram de “uyst

Cindy van Kerkwijk
Daniglle van Rooijen
Dick Kriets
hd Doug Gore
Eduard van Zeeland
Edwin Koose
Erik Aalbersberg
o Etienne Krame
Fortes (User group)
Gabor Vis van Heemst
= Add Hans Spread
Henk Daniél
Remove -= Henny “ans
Jan-Willem Boots
Johan Steurvis
John Mitchell

=~ Add

| »

Remove -=

Remove ->

Reader

Time Entry Configuration

Configuration: Algemeen hd

Minimum hours per time sheet: 0.00

Non-Project Activities

Non-project activity sets: CFortes
|:|Management
|:|niet-produntief
|:|Non-projent activity set Den Haag
Leuo

OK Cancel

Time Entry Configuration with planning item filters

5. Fill in the following information:
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Name :
Description :
Pre-selected Planning Item Filters:

Selectable Planning Items

Show fields on time sheet

Approval

Name of the time entry configuration.

Description of the time entry configuration.

Select which products will be automatically available for
time entry. Every option contains filters that will determine
which products will be displayed on the time sheet. The
following options are available:

Show all products by default.

Only show the products with a budget (With budget).
Only show the products with a budget and in progress
(With budget and in progress).

Only show the products with an owner assigned (With
ownership).

Only show the products with an owner assigned and in
progress (With ownership and in progress)

Show all products/activities with the field 'Pre-selected
on Time sheets' selected on the product page. By
selecting this field on all products it is possible to
determine per product wether it should appear on the
time sheet.

Select which products can be selected on the time sheet
by the users. The same options are available as
described above.

Product field (read-only): select which information about
the product will be displayed on the time sheet (i.e. the
number of risks, the number of issues, etc.)

Entry Field (selectable in time sheet): select on which
entry field data can be entered in the time sheet.
Select the option 'Auto Approve on Submit' if the
Department Manager doesn't need to approve the
hours. For more information about the approval
process please take a look at: Configuring the approval
process|1s4),

Create draft entries on request approval: use this
option if a draft entry needs to be created when
requesting approval.

6. Click Save to store the time registration configuration.

7. Now you can close this dialog, by clicking Close.

Creating Planning Item Filters

It is also possible to create your own 'Planning Item Filter'. By creating you own filters you can
determine which type of products should be pre-selected of selectable.

1. Click in the Time Entry Configuration on the tab Planning Item Filters

2. To create your own 'Planning Item Filter' click on View Options and select Set Filter.
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v
FOBTES m A > TimeEniry Search @  Rob van Noortsingel Help Setup

Time Entry Edit Members Customise Page Text

Dashboard Archive

@ Atime registration group contains a group of persons for time entry.
|Iﬁ Automated Reports / Atime entry group must use a single configuration and any number of non-project activity sets (NPA sets).
NPA sets and time entry configurations can be modified and created in 'Setup-=Configuration’

B3 open weskstaten

Time Entry Groups +  Awchive  *AlTime Entry Groug View

B3 Gosdgekeurde weekstaten
Set Fiter
N s Descripti Gi Ma Configurat Non-project activity set|
ame escription roup Manager anfiguration on-project activity set} _

il. Reports Development Ad Supley Algemeen Management Set Widths

Fortes Urenverantweording All Customers, Jan  Algemeen Management, niet-preduc | Chart Options
Time Entry Groups Kiers Advanced

Time entry test Den Haag Wichiel Jaeger, Renate  Algemeen Non-project activity set Df ke Default

Brand

Non-Project Activity Sets

View
Voorbeeld tidsregistratiegroep  Approvers, members, configuration and nen-project activities form a Algemeen niet-produc tief

time entry group Manage Views

Activities

Creating a Planning Item Filter
3. A list with available filters will appear. Configure the filter and click on OK.
4. To save the view click on View Options and Save View.
5. Enter the name of the view, select the type and click on OK.

6. The 'Planning Item Filter' is now available in the time entry configuration.
3.3.1.2 Creating time entry groups

Now you can attach your created 'time entry configuration' and 'non-project activity sets' to a new ‘time
entry group'. This time entry group will be the entire population of time-writing users, or a department
or team with different settings.

An important property of the time entry group is the approver selection. Per group, you define who is
responsible for approving the time sheets of the members.

To define time entry groups:
1. In the dark blue bar in the top, click 'Time Entry".

2. On the 'Dashboard' tab, click 'New" in the section 'Time entry groups' to create a new time sheet
configuration.

™
FoRTEs .@ A > TmeEnty Search @  Rob van Noortsingel Help Setup

Time Entry Edit Members Customise Page Text

Dashboard Archive

@ Atime registration group contains a group of persons for time entry.
1l2 Automated Reports / Atime entry group must use a single configuration and any number of non-project activity sets (NPA sets).
NPA sets and time entry configurations can be modified and created in 'Setup-=Configuration’.

B3 Open weskstaten

Time Entry Groups + Archive * All Time Entry Groug View
Goedgekeurde weekstaten

Name * Description Group Manager Configuration Non-project activity sets
1l. Reports Development Ad Supley Algemeen Management

Fortes Urenverantwoarding All Customers, Jan  Algemeen Management, niet-produc tief
Time Entry Groups. Kiers

Time entry test Den Haag Michiel Jaeger, Renate  Algemeen Non-project activity set Den Haag
Non-Project Activity Sets

\oorbeekd tidsregistratiegroep  Approvers, members, configuration and non-project activities form a Algemeen niet-productief

time entry group

Activiies.
Time Sheets

Timesheet Rows

Cost/Hour Entries

1l. Timeline Reports

Entries

Time Entry
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3.3.1.3

3. Then fill in the following information:

Name : Name of the time entry group.
Description : Description of the time entry group.
Group manager . Select the group manager who can edit the settings of

the time entry group.
Selected time sheet configuration :  Select which time sheet configuration is active for this

entry group.
Selected set(s) of non-project . Select if users may book hours on created non-project
activities activities.

4. Click OK to store the time entry group configuration.

5. When the time entry group is stored, it will appear in the listing of 'Time entry groups'. Now click the
created entry to config the time entry group.

6. Go to the 'Members & Approvers' tab to add members of this time entry group.

. Add /R
7. Click the 'Add / Remove' button to add or remove group members and approvers. smeeE

-
FORTES w & Time Entry Voorbe.. Search ] Reb van Neortsingel Help Setup

Time Entry Group: Voorbeeld tijdsregistratiegroep [+

Time Sheets Members & Approvers Hour Entries

Name: Voorbeek tidsregistratiegrosp Configuration: Algemeen

Description: ApprOvErs, members, ¢onfiguration and non-project activities form a time entry group Non-project activity sats: niet-produc tist

Group Approvers Add ! Remove.

Name Email Remarks

Albert Swank a.swank@fortes.nl

Group Members Add / Remove

Name Email Remarks

Albert Swank a.swank@fortes.nl

Members and Approvers of a Time Entry Group
Configuring the approval process

Approving Time sheets can be set up in four different ways:

o Approval required by the project manager and line manager:

Employee Allocated

Project manager Line manager

approved hours
approves approves

and costs

submits
timesheet

o Approval required by the line manager only

Allocated
approved hours
and costs

Employee
submits
timesheet

Line manager
approves

o Approval required by the project manager only

Employee Praject Mansger _ Allocated
submits SDDToves approved hours
timesheets PP and costs
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¢ No approval required: Time sheets are automatically approved when submitted

Employee Allocated

Automatic

approval approved hours

and costs

submits
timesheets

The approval process can be configured in these various ways using a number of settings. The steps
to configure each approval process follow below.

Approval by project manager only
1. Navigate to Setup, Configuration, Time Entry, Settings, and set the setting 'Allow project
manager to approve hours' to 'Yes'.

2. Open one of the project models and on the dashboard press 'Edit Properties'.
3. Within the section 'Time Entry’ tick the box for 'Approval of project hours by project manager'.

4. The project manager will now be able to approve hours by project. To do so, the project manager
opens a project, navigates to the Resource Management tab, and opens the ‘Approve Hours'
screen. The project manager will get an overview of all the hours that have been submitted against
the project and which require approval.

A similar overview, but then across all projects, can be found on the project manager's dashboard
on the tab 'Approve Hours'.

-
FORTESQ ﬁ Projectmanagement Unified Audioc Search @ Rob van Noortsingel Help Setup
Project: Audioconferencing [}
Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ Documents Portfolio Report Reports Guide
@ Selectapplicable lines below to approve or reject the hours,

Approve hours n * Waiting for approval

StartDate = Mon Tue Wed Thu Fri  Sat  Sun Total Remarks by Owner Remarks by Approver(s)

Approval by line manager only

In case a line manager needs to be able to approve Time sheets, the line manager needs to be made
an Approver on one or more Time Registration Groups.

1. Open a Time Registration Group from within the Time Entry module

2. Open the tab 'Members & Approvers'

3. Add the line manager to the 'Group Approvers' section by using the appropriate 'Add' button.

4. Any submitted Time sheets by members of this time registration group will now appear on the

personal dashboard of the line manager, ready to be approved (or rejected).

Automatic approval

Enabling Auto Approve on Submit will remove the need for line manager to approve Time sheets.
This setting is changes as follows:

1. Navigate to the Time Entry module

2. Open one of the Time Entry Configurations and enable the setting 'Auto Approve on Submit'

3. The setting is now enabled for all Time Entry Groups that rely on this particular Time Entry
Configuration.
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3.3.14

Note: this setting will now prevent line manager from approving Time sheets, even in those cases
where they've been listed as Approvers on Time Entry Groups.

Configuring the right approval process

With the above knowledge in mind, the approval process can now be configured as required.
Approval by project manager and line manager

1. Enable the option to have project managers approve hours (see above for instructions)

2. Set the line manager up to approve hours (on the Time Registration Group)

3. Check that the applicable Time Entry Configuration is not set up for Auto Approve

Approval by line manager only
1. Set the line manager up to approve hours (on the Time Registration Group)
2. Check that project managers are not allowed to approve hours (see above for instructions)

3. Check that the applicable Time Entry Configuration is not set up for Auto Approve

Approval by project manager only

1. Enable the option to have project manager approve hours (see above for instructions)

2. Enable the Auto Approve on the applicable Time Entry Configuration (this will ensure that line
managers are skipped)

Automatic approval

1. Enable the Auto Approve on the applicable Time Entry Configuration

2. Check that project manager are not allowed to approve hours (see above for instructions)
Submitting time sheets

Any Time sheets that need filling out will appear on the personal dashboard of the employee on the
tab 'My Time Sheets'.

My open time sheets

Week Start Date Owner —ls—:r:lszhEEt Remarks by CGwner  Time Entry Group
& 04-Feb-2013 Erik Azlbersberg MNew ICT
7 11-Feb-2013 Erik Aalbersberg Mew ICT
8 18-Feb-2013 Erik Azlbersberg MNew ICT

My open Time sheets on the homepage

Any open Time sheets will be displayed as a listing. Click on the start date of the time sheet to open it.
The following window will open:
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Time sheet 04-Feb-2013 - 10-Feb-2013 (Erik Aalbersberg) Save | Save and Request Approval | Cancel

Qwner: Erik Aalbersberg Time Entry Group: IcT

Time Sheet Status: O hew Time Sheet Approver(s):  Erik Aalbersberg

Last Saved By: Remarks by Approver /

- Group Manager:

Total Hours: 000 Remarks by Owner: A

WMinimum Hours: .00

Start Date: 04-Feb-2013

End Date: 10-Feb-2013

3.3.15

3.3.2

Correction Time Sheet:

@ Fill in the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) are pre-selected for time entry by the owner of the time sheet. Note that
individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

- . Percentage Mon Tue Wed Thu Fri Sat Sun
Project Product / Activity o A : & B & 3 BN Tolals Remarks Remarks by Approver(s)
‘General
Wenus Project (Albert Sw: Project Initiation Docume 25% 0.00
Apolio Project (Peter. . ~ - 0.00
Zeus Project (Erik Aa.__~ | (On Project) 0.00
Venus Project (Albert.__~ | Project Intiation Do. . ~ 25% 0.00
Apolio Project (Peter. . ~ - 0.00
Non-Project Activities - - 0.00
Make selection
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Totals for sheet: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
A time sheet

When finished entering hours, press 'Save' or 'Save and Request Approval'. The latter option will
only be available when an approval process has been set up.

After requesting approval, the project manager and / or the line manager will get the request for
approval on their personal dashboard as a reminder. Please see 'Approving Time sheets'[137 for
instructions on how to approve the submitted Time sheets.

Approving time sheets

Approval by project manager

When a time sheet has been submitted and it contains hours against the project manager's project,
and the hours require approval, they'll appear on the project manager's personal dashboard. The tab
'‘Approve Hours' will show a list of all hours that require approval.

FORTES® # oo p— o

Hivru: Sapowec: Hionss Ny Dirce Bowade:

B Sakecsapaheaala nas Balew o s apnomes ar sapEch s weors

Apprave hours

Wk Picijonl = Bl nmnzw L TERT RURH R T Bl Ml M Touw Wi Tha Fui Bl Run Talal  F

Approving hours

Approval by line manager
When a line manager has been registered as an approver on one or more time entry groups, a list of
the submitted Time sheets will appear on the line manager's personal dashboard.

By clicking on the start date of one of the Time sheets it opens and the line manager, after reviewing
the contents, can choose to Approve or Reject the request for approval.

Time and cost allocations

Against products, part of a project, cost and hour entries can automatically be generated from the
Time sheets that have been submitted. The tab 'Costs & Hours' on each product will then list all the
costs and hours in line with the Time sheets from project team members that registered hours against
the project.
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The costs associated with the hours that the team member registered are based on an hourly rate.
Each resource has its own hourly rate, as defined in the Setup. Besides this personal hourly rate, the
project manager can be allowed to override that rate for a project specific rate.

To enable the automatic generation of cost and hour entries based on time entry, take the following
steps.

1. Define and allocate hourly rates/138)

2. Let project managers set hourly rates (139

3. Get cost and hour entries against individual products 145

3.3.2.1 Defining and allocating hourly rates

Defining hourly rates
Before assigning hourly rates to individual resources, define the rates as follows:

1. Navigate to Setup, Configuration and click on 'Manage Hour Rates’
2. Click '+' to add a new hourly rate

3. In the window that appears, choose a name, a description, a code (free text), and the hourly rate in
dollars (or applicable currency).

FGRTEsﬁ ® o ol A B e Hoola e

Configuration

Cptions A gl b (ol Solabene! Goegle Cliam: | 2
A Fricize Toohbo 8 hilpedfrmarmsl principel Lo bessassmonlioe | aledey e loesd Sl DB alden s pr/Parg s D=7 I8R5 Paren i kdenll 3= 1507085 Dy
Fav vl Aemeap ana
Liarer, <mmacd Porall Haur rale [new]
kodie sons
R IRE SR EEE @ Caraln T abas wheand 1 ceresanwli TrarsiAl Lalann 0 a0t R vaLs s eeamsenied e gbal curerey Her Al ans ret prearinen IeThas e
Fazl FropasCHny For awampla, mad % =9 37 Fads wheewdl rokatsel a=1sdnng arides
s ianG
CERE R HE LS
Currsnzlae Edlt name ang description
Fesaues Saizgancs
Fara el kg e
Halage “=5oar e Hranz: I |
Humwe: S D acristan:
A lmw =y Code;
Al Manage srTes Fusae gl | b -
B g: he gl 8 -
lime v s SlsTaen Haourratz: i

New hour rate

4. Once saved, the hourly rate will be available to be assigned to resources.

Allocating hourly rates
1. From within Configuration navigate to ‘Manage Resources'
2. Edit one of the resources by clicking on its first name

3. The window that appears allows to set one specific hourly rate for this resource.
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3.3.2.2
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Letting project managers choose hourly rates
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It's possible to let the project manager choose hourly rates for the resources on a project. This feature
has to be enabled in the Setup and on the project model.

Setup

1. From within Configuration click on Time Entry.

2. Open the Settings, and enable the setting 'Allow project manager(s) to configure hour rates per

resource’'.
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Project Model
1. Open one of the project models
2. At the project model's dashboard press '‘Configuration

3. Enable the setting 'Configuration of hour rates per resource by project manager'.

Time Entry

by project manager(s):
Configuration of hour rates per resource

by project manager:
Edit properties on projects

After this setting has been enabled, the project manager can alter the hourly rate for the resources on
the project. This is achieved as follows:

1. From the project dashboard, click on the tab 'Resource Management' and choose for 'Resource
Rates'

2. Press the 'Edit' button and set the required hourly rate for each resource on the project.

-
FOBTES m ﬁ Projectmanagement Collaboration Unified Commui

Project. Audioconferencing

Dashboard Properties - Product Breakdown Plan Gantt Resource Management ~

@ Selecta project specific hour rate for the resources that are member of this project. If no project specific hour rate i

Project Resources

Mame (Resource) + Project Specific Hour Rate Default Hour Rate (Resol

Dick Kriets -- w| RateS0.0

Rob van Noortsingel S - -
Rate 56.0

Rate 50.0
Rate 0.0
Rate 114.0
Rate 72.0
Rate 100.0
Rate G5.0

Rate 110.0
\Rate 1200

Assigning project specific resource rates
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3.3.2.3

3.3.24

Time and cost allocations against products

After setting the appropriate hourly rate, each time a time sheet has been approved hour entries will be
allocated against the appropriate products. Costs will be associated with the hours based on the
applicable hourly rate: either the resource's rate, or if set, the rate as defined by the project manager.
The generated hour and cost entries are listed on the 'Costs & Hours' tab on each product.

Master Demo database > Projectmanagement > Collaboration > Unified Communic ations > Audioconferencing > Fase 4: Build / Test > 4.2 Testen > 4.2.2 Review

Product: 4.2 2 Review

General = Logs Dependencies Costs & Hours Resource Demand
Hours Manual Codintries Total Manual Entries Total
Budget: 0.00 000  Budget: 0.00 0.00 0.00 0.00
Committed: 0.00 000  Committed: 0.00 0.00 .00 0.00
Actual: 0.00 0pp  Actual 0.00 0.00 0.00 0.00
Remaining: 0.00 0gp  Remaining: 0.00 0.00 0.00 0.00
Variance: Variance: 00 000
Agile
Priority: 0 Streams:
Story points: 0.00 Workflow:
DoR
Code review: PMD check:
Documentation:

Cost/ Hour Entries listing L] * All entries View

Description Type Approval Status  Hours owner Creator Book Date  Remarks by Owner

Cost & hours tab on products

Resource Allocation (add-on)

Resource Allocation supports the process of planning and managing resources on projects. The
process can be carried out in different ways:

e Resources are requested at project level

e Resources are requested at product level

¢ Or a hybrid option: both at product and project level

Two roles are associated with this process:

- The project manager can request resources to staff his or her project. Resources can be
requested as skill, or, if the project manager has a specific preference, as ‘named’ resources.

- The resource allocation manager (or ‘resource manager’ for short) is the manager of one or
more resource pools. As such, the resource manager registers resources, resource availability
and resource skills. Furthermore, the resource manager manages resource requests from project
managers by allocating resources to specific projects.

How to set up a resource pool, the resources, skills and the availability of the resources, is explained
below.

Note: A user can be given resource manager rights in Principal Toolbox by an administrator. To
do so, navigate to the Resource Allocation module and click on Edit Members.
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Edit members for Resource Allocation

Select members

Resource Allocation Managers Available users
Bob Hotho . Q sunl x]
Dick Kriets Ad Supley
Johan Steurvis
Remove =

Resource Allocation Readers

<- Add

Remove =
Resource Allocation Members
=- Add
Remove =

QK Cancel

Edit members for Resource Allocation

3.3.2.4.1 Managing a resource pool

A resource pool and pending resource allocation requests are managed by a resource allocation
manager.

1.

2.

Navigate to the resource pool that you would like edit.

Navigate to the “Resource Allocation” tab. In the “Request & Allocation” section, a grid is shown
with requested, allocated, remaining and available hours per period for each resource.

The cell3s in this grid are color coded to provide a quick overview:

Blue cells indicate resource requests that are not yet (fully) fulfilled with allocated
resources.

Green cells indicate remaining hours that can be allocated to projects or
non-project related activities.

Red cells indicate over-allocation of a resource in a specific period.
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-
FORTES m ﬂ Resource Allocation Fortes Search (2] Rob van Noortsinge! Help Setup

Resource Pool: Fortes Add /Remove Resources Edit Timeline Settings (]

Dashboard Properties Request & Allocaticn (Projects) Request & Allecation (Resources) Availability (Resources)

REqU!S[ & Allocation per Pro]ect ¥ Request [#] Alloc ation ¢ Remaining Available 4
Allocated > Available Allocated < Available Request or Planned > Alloc ated Request or Planned < Allocated Planned > Request
o= Wizw  Maw Start Date: 27-Mar-2014  Unit: Hours Waw  Wizw
132403 143103 1507-04 16 14-04 172104 182804 18 0505 201205 2119-05 22 2605 23 02-06 2409-06 251
4 & Projects > Resources 5 Skill Req Alla Ren Req Allo Ren Req Alla Ren Req Alla Ren Req Allo Ren Req Allo Ren Reg Allo Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Allo Ren Req

~ Fiter by resource ~ Fiter by skil
3~ [Resources Summary] M0 10 M5 ME 115 ME 110 -14C 50 -50 50 -50 40 40 40 40

pollo
polio 1.0

Jevelopment Policy

ocument Management 70 70 70 70 50 50 20 20

ocal area network connec

v e
« # - Project kKM
v Project SAP improvement

Overview of the entire resource pool

Note: The columns with planned, requested, and allocated hours can be toggled on and off by
checking or unchecking the checkboxes directly underneath the header of the Request &
Allocation section.

Note: If needed, the timeline setting of the grid can be edited. To do so, click on Edit Timeline
Settings. Set the horizon and start date according to your preferences.

3. Click Edit in the header of the “Request and Allocation” section to change allocation details of
resources to various projects.
Click on the *+’-sign in front of a project to expand that project and look at the details per resource.
Alternatively, click on the ‘+'-sign in front of the top row “[All resource]” to view all resources in the
resource pool without sections per project.

4. To allocate a resource, or change an existing allocation, edit the values in the “Allocated” columns
for each resource per period.

Note: In case of a requested skill instead of a specific ‘named’ resource, first select the
resource with the requested skill as primary or secondary skill that you want to allocate before
entering the allocated hours.

5. Click Save to save your changes. This will automatically send new or changed allocation details to
the appropriate Project Managers.

3.3.2.4.1.1 Setting up a resource pool

Before you are able to request and allocate resources you will have to define one or more resource
pools. To do this, you will have to define skills and then appoint these skills to resources. After you
have done that, you can add resources to a resource pool.

Adding, removing and editing skills

In order to be able to define resources and their skills, a set of skills needs to be defined first. Skills
have to be defined only once and can be used for multiple resources and resource pools. This allows
you to report on skills over multiple resource pools.
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1. Navigate to the Setup and Configuration in the dark blue header on the top of the screen.

2. On the left-hand side of the screen you'll find many options including 'Manage Skills'.

-
FOBTES w w Gote Search (2] Rob van Noortsingel Help Setup
Configuration
@ Pick a subject on the left hand side to configure
Options e =

Principal Toolbox
Portfolio Management
Classic Project Migration
Notifications
MS Project integration
Pack Project Offine
Conversions
Manage Hour Rates
Currencies
Resource Categories
Financial Categories
Mapags Besnur
Ianage Skils
TSRy
Seftings
Exclusions for Pht-approval
MManage time sheets
Manage Time Entry Configurations
Manage entries
Manage Nen-project Activity Sets
Resource Alloc ation
Customize fields
Approval entries
Advanced Configuration

0

Manage Skills at Setup

3. To add a new skill: Click '+' to add a skill (a popup window will appear in which the name of the new
skill can be specified)

4. To remove previously defined skills: Select a skill (or select multiple skills by using the ‘Control’-key)
and click Remove.

5. To edit previously defined skills: Click on the name of the skill to be edited (a popup window with the
skill details opens). Click Edit to edit the skill name.

Mo name

No name Save Cancel

Name: Creator: Rob van Moortsingel
Resource Category: - - Create Date: 18-Mar-2015
Adding a skill

Adding new resources in Principal Toolbox

Before resources can be appointed to a resource pool, resources and their skills need to be defined in
the Principal Toolbox. Users are automatically available as resources, additional resources can be
defined by a resource manager as follows.

1. Navigate to Setup and Configuration in the dark blue header on the top of the screen. The
left-hand side of the screen contains a link to ‘Manage resources'.
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Home | Portfolic Management | Projecimanagement | Resource Allocation | Time Eniry | Prince2 FAQ | Project Plaza | Import / Export ~ | Help | Support | Setup ~

Configuration il

Options = Manage Resources
Principal Toolbox @ Here you can manage the resources for the resource allocation.
Notifications There are two types of resources:
gs Project integrafion + Resources that are not linked to a user account. These resources can be added, removed and modified freely
onversions

+ Resources that are linked to a user account. For these resources only some properties (like skill) can be edited.

Manage Hour Rates
Project Plaza Resources (no users) i =
Curencies Edit | Mew Remove Resources ~ | View Options ~
Resource Categoriss Last Name & First Name Primary Skill Secondary Skill(s) Email Phone Remarks
inan saaia Blosmen Pister Project Manager ~ Consultant (Sr.)  Peler@mail.com +3153 2314 357
Time Entry Resources (users) Edil = * Rescurces = || View Options ~
Manags entries Last Name = First Name Primary Skill Secondary Skil(s) Email Phone Remarks
Manage Nen-project Activity Sets Aalbersberg Erik Project Manager  Consultant (Jr.), e aalbersberg@fories.nl 06 24 94 66 66
Resource Allocation e Consultant (Sr),
Customize fields Project Manager
Approval entries ~ eT
Administrator Support - - suppori@fortes.nl
Cole Peter Software — p cole@fortes nl
Davies Samuel - - Davies@mail com
de Groot Richard Consultant (Jr)  Software rdegroot@mail com
Developer
Edwards John Software Engineer Software jedwards@mail com
Developer i |

Manage Resources at Setup

2. The screen contains two sections: one for 'no users' and one for 'users'. Click '+' in the 'no users'
section to set up a resource which is not is associated with an user account in the Principal Toolbox.

Resources (without user account) Ve + o * Resources Wiew
Last Name * First Name Primary Skill Secondary Skill(s) Email Phone Remarks

Creating a new resource (no user)

3. A new window will appear. Enter the details of the new resource and click Save. The new resource
will be listed in the section 'Resources (no users)'.

Appointing primary and secondary skills to resources

1. To appoint primary skills to resources (both users and non-users) click on Edit. Select the desired
primary skill and click on Save. (Alternatively, to edit both primary and secondary skills of a
resource, follow the steps below.)

lanage Hour Rates
Currencies

Resource Categories i
Financial Categories Resources (without user account) Save Cancel

Manage Resources

Manage Skils Last Name * First Name Primary Skill Secondary Skill(s) Email Phone Remarks
Time Entry
Manage entries [no name] [no name] ~ -

Manage Non-project Activity Sets

no name] -
Resource Allocation [no na Aplpmhemanager
Customize fields Applic atiemanager
Approval entries AXON Applc atiemanager
: BIMC Applcatiemanager
Advanced Configuration £ Apple siemanager )
CC Software Developer
Boussen Roger DWH Applicatiemanager steem
DWH Software Developer . [echnisch
Inl=? i isam
Architec!, Mainframe
Systeem Architect

Appointing a primary skill

2. To appoint (a) secondary skill(s) to resources (both users and non-users), click on the name of the
resource you want to appoint skills to (a new window will appear in which the resource details are
listed)
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Joost Brink, van den V4 Close Add User
First Name: Joost Primary Skill: SAP Retail Applic atiemanager
Last Name: Brink, wan den Secondary Skill(s): SAP Groothandels Applic atiemanager, SAP Stafdiensten
» Applic atiemanager
Initials: JvdB. Default Hour Rate: Rate 50.0

Email: Remarks:

Phone:

Appointing a secondary skill
3. Click Edit to modify the resource details, including the primary and secondary skills.

4. Click Save to save the modifications, and click Close to return to the main window.

Creating a resource pool and appointing resources to a resource pool
A new resource pool can be created by the resource manager.

1. Navigate to the “Dashboard” tab of the Resource Allocation module.

Resource Pool: A&l Development

Dashboard Properties Request & Allocaticn (Projects) Request & Allocation (R ) ility (Resources)

Dashboard tab

2. Click + to create a new resource pool. Specify the name and, optionally, a description for the
resource pool and click OK.

3. To appoint resources to a resource pool, click on the name of the resource pool (in the tab
“Dashboard”) that you want to add resources to.

Note: a resource can be appointed to multiple resource pools.

4. Click on the tab “Availability (Resources)” and click on Add / Remove Resources (a popup
window with the available resources and already appointed resources will appear).
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Resource Pool: A&l Development

@ Selectthe resources that are part of this resource pool. Only resources that are selected can be allocated to projects.

Select Resources

Resources:

Q Available Resources
Ad Supley
Albert Swank
All Customers
All Partners
Ashfague Chowdhury
Berend Tel
Bjorn Grob
Eob Hotho
Bram de “uyst
Cindy van Kerkwijk
Danielle van Rocien
Danny Gast, de
Doug Gore
Eduard van Zeeland
Edwin Koose

OK Cancel

Adding resources

Add =

+ Remove

Q /Selected Resources

Beb Froon

Bob Tilema

Coen Miert, van
Dick Kriets

Gerard Gerrits
Hans Corman
Joost Brink, van den
Marcel Horst, van der
Marc el Locikens
Mariét Ridderikhof
Marjan \erhage
Stefan Gils, van
Willemijn Puyn

5. Select (a) resource(s) on the right and click “Add” to appoint the selected resources to the resource

pool.

6. Click OK to save your changes.

To allow for allocation of a resource to non-project activities (and thus diminishing the resource’s
available hours for project allocation), one or more predefined sets of non-project activities need to be

assigned to a resource pool.

1. Navigate to the Resource Pool.

2. Inthe tab “Dashboard”, click Edit Properties to edit the main properties of the resource pool. A
popup window will appear in which the properties of the resource pool can be edited.

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 148

Edit Resource Pool

Edit name and description

MName: A&l Operations

Description: Resources van A&l Operations

Non-Project Activity Sets
Non-Project Activity Sets:  [hanagement
iet-productief
Mmo

Mwe
OK Cancel
Select a non-project activity set

3. Select the right non-project activity set(s) to be assigned to the resource pool and click OK to
return to the main window.

Creating non-project activity sets /234 is part of the ‘Configuration’. For more information click on
System Administrator: Setup & Settings [233)

3.3.2.4.1.2 Managing resource availability
The resource availability can be managed by the resource manager.
1. To edit availability of resources in a resource pool, click on the name of the resource pool.

2. Click on the tab “Availability (Resources)”. A grid with the allocated hours, remaining hours and
available hours is shown.

-
FDBTES Q @ Resource Allocation A&l De Search @  Rob van Noortsingel Help Setup

Resource Pool: A&l Development Add / Remove Edit Timeline Settings ﬁﬂ

Dashboard Properties Request & Allocation (Projects) Request & Allocation (Resources) Availability (Resources)

Availability & NPA Allocation per Resource ) Allocation (@) Remaining (¥ Available /'
Alocated > Available Allocated < Avalable
H o= Wize  Maw Start Date: 19-Mar-2015  Unit: Hours MWaw  Mizw
1216-03 112303 1430-03 1506-04 161304 72004 182704 13 04-05 20 11-05 211805 22 25.05 23 01-06 240
Resources > NPA 4 Primary Skill 5 Seco Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo
Beb Froon CC Applicatieman Medi
Bob Tillema SAP Retail Applic: SAP
Coen Miert, van SAP Logistics Apj Appl
Dick Kriets Resourcemanager SAP
Gerard Gerits DWH Applicatiems Func
Hans Corman CC Applicatieman BMC
Joost Brink, van den SAP Retail Applic: SAP
Marcel Horst, van der CC Software Deve SAP
Marcel Looijkens Functioneel DBA SAP
Mariét Ridderikhot SAP Retail Applic: SAP
Marjan Verhage SAP Groothandel: SAP
Stefan Gils, van SAP Logistics Apj SAP
Willemijn Puyn Testcodrdinator  AFA
| LAIRN 4

Adding the resource availability
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Note: The columns with allocated, remaining and available hours can be toggled on and off by
checking or unchecking the checkboxes directly underneath the header of the resource
availability section.

Note: If needed, the timeline setting of the availability grid can be edited. To do so, click on Edit
Timeline Settings. Set the horizon and start date according to your preferences. It is also
possible to set the scale and unit.

3. Click s in the title bar of the Resource Availability Section. In the table in the Resource
Availability section, the available hours can be entered for each resource in the columns “
Available” per period. Only specify the hours that each resource is available to be allocated to
projects

-
FOHTES ,@ 4 » Resource Allocation A&l De Search B  Robvan Noortsingel Help Setup
Resource Pool: A&l Development

Dashboard Properties Request & Allocation (Projects) Request & Allocation (Resources) Availability (Resources)

Availability & NPA Allocation per Resource @) Aoz ation (#) Remaining (¥ Avallable Save Cancel
Allocated » Available Alioc ated < Available

H o= Quickfil  Clear Start Date: 19-Mar-2015  Unit: Hours

1216-03 112303 1430-03 1506-04 161304 72004 182704 13 04-05 201105 2118.05 222605 20106 10

Resources > NPA 4 Primary Skill | Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo Ren Ava Allo

.

Beb Froon CC Applicatiem

el

Bob Tillema SAP Retail Appl

&

Coen Miert, van SAP Logistics A

&l

Dick Kriets Resourcemanag

e

Gerard Gerits DWH Applicatie

Hans Corman CC Applicatiem
Joost Brink, van den SAP Retail Appl
Marcel Horst, van der CC Software De
Marcel Looijkens Functioneel DB
Mariét Ridderikhof SAP Retail App|
Marjan Verhage SAP Groothand

Stefan Gils, van SAP Logistics A

L L LN K B AR OK K K AR K N

Willemijn Puyn Testcodrdinatol

3 3

Adding non-project activities
4. To allocate a resource to non-project activities:

a. Add a new row for the resource that needs to be assigned to non-project activities
by clicking on the ‘+’ sign in front of the resource’s name. A new row appears with
a blank activity field.

b. Click on the blank activity field and select the right non-project activity.

c. The hours to be allocated to the selected non-project activity can be entered in the
columns “Allocated” per period.

d. Repeat steps 5a through 5c for each additional non-project activity.

5. Click Save to save your changes.

3.3.2.4.1.3 Managing requests and allocations

The owner of a resource pool (a resource manager) is responsible for evaluating all resource requests
that are coming in, and turning them into allocations.

1. From within the Resource Allocation module, open the resource pool that needs managing.

2. Open the 'Request & Allocation (Projects)' tab from the dashboard.
It will display a planning board with requested and/or planned, allocated and remaining hours for
each resource.

Note: depending on the chosen resource allocation process, the button 'Edit Timeline Settings'
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allows for changing whether planned and/or requested hours are being displayed. To make the
change, set the 'Resource Allocation Process' to one of 'Project request driven', 'Project
demand driven', or 'Hybrid'".

The individual cells in the planning board are colour coded to give an immediate impression:

- Blue: shows all requests for resources which haven't been (completely) satisfied by resource
allocations

- Green: depict remaining hours available to be allocated against projects and non-project
activities

- Red: alarm the resource manager to the fact that resources have been allocated over and
above their availability

-
FORTES m ﬁ Resource Allocation Fortes Search @ Rob van Noortsingel Help Setup

Resource Pool: Fortes Add / Remove Resources Edit Timeline Seftings

Dashboard Properties Request & Allocation (Projects) Request & Allocation (Resources) Availability (Resources)

Request & Allocation per Project ¥ Request (@) Allor ation (#] Remaining (] Avaiable 4
Alloc sted = Available Allocated = Available Reguest or Planned > Allocated Reguest or Planned <= Allocated Planned > Reguest
= W12w W aw Start Date: 27-Mar-2014  Unit: Hours Wow  Wizw
122403 14303 1507-04 161404 172104  1828-04 190605 201205 211805 222605 230206 200806 251
4 & Projects > Resources 5 kil Req Alla Ren Req Allo Ren Req Alla Ren Req Allo Ren Req Alla Ren Req Allo Ren Reg Alla Ren Req Alla Ren Reg Allo Ren Req Allo Ren Req Allo Ren Req Allo Ren Req
» Filter by resource + Fiter by skil
[Resources Summary] 10 110 115 4ME 115 016 110 - 50 -50 50 -50 40 40 40 40
« # [ Apollo
v Apolio 1.0
vl Development Policy
« # B Document Management 70 70 70 70 50 50 40 40
« # [ Local area network connes
« # [ Project KM
o Project SAP improvement
70 70 70 70 50 50 40 40
» »

The planning board is used to manage the requests for resources

Note: the columns with requested, allocated, remaining and available hours can each be hidden by
toggling the checkboxes

Note: using the button 'Edit timeline settings', the period covered by the planning board, and its
resolution can be changed

3. Press the 'Edit' button in the 'Request and Allocation per Project' section of the screen to edit the
allocation of resources.
Use the '+'-sign to check the details per individual resource on a project. By expanding the
'Resources Summary" it'll show the total allocation per resource independent of the projects.

4. To change the allocation of a resource, fill out the values in the Allocation column. This can be
done for each separate period. The period is determined by the timeline settings.

Note: when a skill has been requested, instead of a specific named resource, the resource manager
will have to select a named resource with the specified skill before allocating hours.

5. Press 'Save' to keep all changes. The allocations are published to the projects and are now
available to the project managers.

Note: with the '<', '>" and '>>' it is possible to move all editable values one week to the left (<), one
week to the right (>) or four weeks to the right (>>) .
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Allocated = Available Allocated = Available Request or Planned > Allocated Planned = Request
Colouring on project row indicates that one of the underlying resource/skill rows has a matching condition.
Request & Allocation per Project
Planned Request Allocation Remaining [T Available +, —
31 02-08 32 09-08 33 16-08 34 23-08
e ‘, Projects > Resources = Skill = Plar Req Allo Rem Plar Req Allo Rem Plan Req Alle Rem Plan Req Alle Rem
+ Filter by resource < Filter by skill
[Resources Summary] 82 25 127 82 25 127 86 64 B3 64 64 B3
% ™ 2 4 b W - Apolio Project 57 57 61 39 39 39
B Fhaaionk Bl a5 ~n an ~n 30 20 10 20 10 10 20
Quick Move Project Values
Moves all editable values of the project four weeks to the right. 35 27 15 20 15 15 20
Waok 1 Wosk 2 Week 3 Weok 4 Wask 5 3z 10 10 22 10 10 22
Plan Req Alke Rem Plan Baq-AfT R BerPlan Req Allc Rem 3 4 4 26 4 4 26
Bl Apalia 52 0 T ; !
L] "
*| Ell| = o 1 25 25 25 25
| F EBosch 52 30 10 10 20 10 10 20
| - 35 5 5 20 5 5 20
v .
i Peter Cole Software Developer 10 10 30 10 10 30 10 10 26 10 10 26
82 25 82 25 46 64 64 64
LN [

Move editable values
Discussions between project manager and resource manager
Using the Principal Toolbox it's possible to discuss requests and allocations between project manager
and resource manager. The discussion is initiated by the resource manager and works like a chat
service. It's used as follows:

1. From the resource allocation module, open a resource pool and navigate to the 'Request &
Allocation' tab.

2. Press the Edit button of the planning board.

3. Press the Pencil icon next to the project for which a discussion is to be started

L.. Pefer Cole Software Developel
& | kP W - Venus Project

Erik Aalbersberg Project Manager IC
Ivo Rings Software Developes
i Pefter Cole Software Developel

Opening a discussion log

4. A chat session is opened in which the resource manager can enter a message for the project
manager.
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Discussion between Resource Pool 1 and Venus Project

| @ Here you can read and contribute to the discussion between the project manager and pool manager. You can add a message, mark the request as
completed or flag the request for follow-up.
Discussion Status: # New Request Status: I Yellow hd
| I New =
Discussion Log { ] Red |
I vellow [
1™ Blue
LT 'l‘
1
L
I
3
OK | Cancel

Discussion log
5. After pressing 'OK' a message will be sent to the project manager.

6. The project manager receives the message in the Resource Allocation tab on the project. A
response can be given by clicking 'Edit' and sending it by using the Envelope button.

Dashboard Py N N B
: Discussie tussen Venus Project en Resource Pool: IT %
Project: Vi ) }
@ Here you can read and contribute to the discussion between the project manager and pool manager by adding a message.
Horizon:
Discussion Status: Frepiea
Discussion Log
Request o .
Request & Al ve  Cancel
Toggle: |
-09 927
S T ReqAllo Plan
Erik Aalbersberg (11-Jan-2013 14:50):
Ok
+[=]4» 46
Erik Aalbersberg (11-Nov-2011 14:29): 15
James is not available nexi week
10
20
46
r
QK Annuleren

Discussion log on projects
3.3.2.4.2 Managing resources on projects
Using the Principal Toolbox resources can be requested to work on projects. Requests can be
submitted for the project as a whole or by individual product. When done by individual product it's

called a 'demand' rather than a 'request'. Depending on the organization's requirements one of these
planning processes can be chosen, or a hybrid model can be used.

3.3.2.4.2.1 Requesting resources

Before a project manager is able to request resources from a resource pool, a pool or multiple pools
have to be linked to the project.

1. Go to the project and click on Resource Management tab.

2. Click on Edit Resource Pools. A pop-up will appear where you can link a resource pool to a
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4.

project.

Edit Resource Pool(s)

@ Selectthe resource pools that this project will request resources fram.

Pool References

Resource Pool(s):
(=) Q |Available Rescurce Pool(s) Q, Selected Resource Pool(s)
A&l Development
A&| Operaticns
External
Fortes

Add =

+ Remove

OK Cancel

Add a resource pool to the project

By using the “->" the project manager is able to add more resource pools. Dragging pools is also
possible.

Click Ok to save your changes

The project manager is now able to request resources from the resource pool.

1.

In a project, navigate to the “Resource Management” tab, section “Resource Allocation”. In the
“Request & Allocation” section, a grid is shown with planned, requested, and allocated hours.

Blue cells indicate resource requests that are not yet (fully) fulfilled with allocated resources by the
resource allocation manager.

Note: The columns with planned, requested, and allocated hours can be toggled on and off by

checking or unchecking the checkboxes directly underneath the header of the Request &
Allocation section.

Note: If needed, the timeline setting of the grid can be edited. To do so, click on Edit Timeline
Settings. Set the horizon and start date according to your preferences. It is also possible to set
the scale and unit.

To assign one or more resource pools to the project (only needs to be done once for every project,
or whenever changes are required), click Edit Resource Pools in the Request & Allocation

header. A popup window will appear in which one or more available resources pools can be
assigned to the project.

In the header of the “Request & Allocation” section, click Edit to start requesting resources for the
project.
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-
FOBTES .@ ﬁ Projectmanagement Enterpri Agile Pr Search [a] Rob van Noortsingel Help Setup

Project: Agile Project Edit Resource Pools Edit Timeline Settings ﬁﬂ

Dashboard Properties ~ Task Board Planning Resource Management ~ Documents Reports

Request & Allocation ¥ Request (¢ Allocation &

Request or Planned > Alloc ated Request or Planned < Allocated Planned > Request
o= Wizw  Maw Start Date: 19-Mar-2015  Unit: Hours MWaw  Mizw
121603 122303 1430-03 1506-04 151304 1720-04 132704 1304-05 2019-05 2118-05 222505 210106 2408-06 25 15-06
4 Pools > Resources & skil 5 Req Allo Req Allo Req Allo Req Allo Req Allo Req Allo Req Allo Rea Allo Req Allo Req Allo Req Allo Req Allo Req Allo Rea Allo
Filter by.. - Fiter by.

Requesting resources on a project

4. To add a row in which a resource or skill request can be entered, click on the ‘+’-sign in front of the
appropriate resource pool. To request a resource, perform one of the following steps:

a. Torequest a specific ‘named’ resource, select a resource name from the drop
down menu in the resource name field underneath the appropriate resource pool.
Optionally, select the skill that the resource is requested for in the drop down
menu in the skill field next to the resource name field.

b. To request a skill instead of a specific resource, select a skill name from the drop
down menu in the skill field underneath the appropriate resource pool. The
resource manager will allocate a resource with the desired skill to match the
request.

5. Click Save to save your changes. This will automatically send new or changed requests to the
Resource Allocation Manager.

3.3.2.4.2.2 Planning resources

Note:ﬁTge new generic project planning/1121 provides a different approach, please refer to the help
there|118],

Instead of, or complimentary to requesting resources at project level, resources can be 'planned’ at
product level. To do so, follow these steps:

1. Open one of the products on the project and navigate to the tab ‘'Resource Demand'.

2. Within the section 'Resource Demand' press the Edit button.

3. Using the planning board, resources can be planned by Skill, named Resource, or both.

4. Additionally the hourly rate can be chosen as it may be specific to the project.
Note: as soon as a resource registers hours against a project, using the time entry module, the
default hourly rate as defined for the resource will be used. If this default rate is different from the
rate as chosen when demanding resources, the project manager will have to explicitly change the

rate that is used when the resource enters time against the project. Please see 'Letting project
managers choose hourly rate'[13 for instructions on how to set the appropriate rate.
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General Logs Dependencies Cosis & Hours | Resource Demand

Product: Project Initiatie Document (PID)
@ Edit the resource demand planning.

Name: Project Initiatie Document (FID) Planned date Actual date
Description: [~ Start: 11-Jan-2013 26-Sep-2008
Hours Planned: 0.00 I~ Final:  17-Jan-2013
Costs Planned: 0.00 Duration In Working Days: 5.00
Hours Actual: 636.00
Resource Demand Save Cancel
= @
Skill % Resource = Default Hour R - Planned Costs Planned
-~ Filter by... ~ Filter by... ~ Filter by...
4 [~ Resource Pool: IT 50 4960
----- ~ Project Manager ICT - Erik Aalbersberg - Rate 110.0 40 4400
|32 i-- . Software Developer - Peter Cole + Rate 56.0 | 1El| 560

50 4960

Resource planning on product level

An overview of all planned resources on the project is found on the 'Resource Allocation' tab, under
the header 'Resource Management'. To only view planned resources (and not the requests) the
timeline settings have to be changed. Press the 'Edit Timeline Settings' button to set the Resource
Allocation Process to 'Project Demand Driven'.

Any hours planned against the product will be evenly distributed across the duration of the product,
which is defined by its start and end dates.

3.3.3 Mobile Time Entry

The manual contains screenshot taken from the application on a tablet.
When accessing the application on a phone the screens will split.

When you log in to the app and navigate to the time sheet section you can see all your open
timesheets.
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iPad = 09:23 67 % W)

Time Sheets Fortes C, Rob

Monday: 06-04 0

Tuesday: 07-04 0

Wednesday: 08-04 0

Thursday: 09-04 0

Friday: 10-04 0

Saturday: 11-04 0

Sunday: 12-04 0

Total 0

a C Submit
Time Sheets Reports

The open time sheet for the current user.

You can update the time sheet by selecting the day and activity.
You are then able to register your hours and add a comment.
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iPad = 09:24 669 @)
Time Sheets Fortes C, Rob
Time sheet Apr 6, 2015 - Apr 12, 20... 0 - 09-04 =
Fortes New
Hours: 4
Project: Wireless network connectivity
Product/Activity: 4.2.2 Review
Remarks by Owner:

Cancel Save
<
Q W E R T Y U | O P
A S D F G H J K L return
| ?
Z X C V B N M : :
2123 S 123

Time registration by Rob.

These hours are automatically updated in the Principal Toolbox and the application.
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iPad = 09:24 G6Y, W)

Time Sheets Fortes C, Rob

Monday: 06-04 0

Tuesday: 07-04 0

Wednesday: 08-04 0

Thursday: 09-04 4

Friday: 10-04 0

Saturday: 11-04 0

Sunday: 12-04 0

Total 4

a C Submit
Time Sheets Reports

Update hours in the time sheet.

By clicking 'Submit' the time sheet will be submitted for review and can no longer be edited.

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 159
iPad = 09:24 G6Y, W)
Time Sheets Fortes C, Rob

Time sheet Apr 6, 2015 - Apr 12, 20... 0 Submit Time Sheet

Fortes New
The time sheet will be submitted and cannot be edited after submission. Are you
sure you want to submit it?

G‘ C Cancel Submit

Time Shests Repart

Submitting the time sheet.

3.4  Agile Project Management (add-on)

Enter topic text here.As of release 7.0 a new project model has been made available. The new project
model, called Agile Project Management Model, offers new functionality to support Agile project
management and SCRUM teams. To be able to use the new model, you will have to purchase and
import the new project model first. You can purchase the Agile Project Management Model from our
Sales Office.

Starting up a new project with the Agile Project Management Model:

1. Go to the Portfolio dashboard and click on + in the ‘Project listing’.
2. Enter the details and select the new project model.
3. Select a project manager and click on OK to create the project.

The project is now available on the programme and/or portfolio dashboard. The project manager is
now able to start planning his or her project.

Generic information about planning and managing a project is provided as part of the classic project
planning| e41and the generic project planning 115 (introduced in release 6.0).

3.4.1 Agile Project

The classic PRINCE?2 project allows for a strict planning according to the PRINCEZ2 project
management methodology. It does not allow for activity planning, only stages, work packages and
products are supported.

The next sections provide information on using the project:
- Agile project dashboard 1661
- Planning an agile project/i6h
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- Managing an agile project|168)
- Finishing an agile project/1s5

Most topics apply to other project models as well.
3.4.1.1 Agile Project Dashboard

The agile project dashboard is one of the most important windows, because it enables the project
manager to monitor the progress of the project.

"
FORTES® 4 roccmamagnent - sgtepiecs > Aglepofct A Se B GeonTeoemsia - Hlp

Project: Agile project Agora

Dashboard  Properties = TaskBoard  PRmwmg—"Resource Management -~ Documents  Reports

KN R ——

-~

onthe Agile P

(&) Minutes ofmeetings ' e projectp

More information: How can | configure and use the new Agile project modef?
112 Automated Reports 7/

Product Checklist
P Name uner StartPlanned  Final Planned Mor 2014 Aor20ia Moy 2014 Jun 2018 2014 Aug 2014 Sep2014 oeta0ia 5
31017 26 31 7. 14 2128 5 12 192 2 9. 16 253 7. 14 2. 28 4 1. 1825 1 8 15 2 2 6 13 202

SO

=

=

Agile project dashboar

AN I NENENEN

1. Tabs
The tabs are standard for each project. Depending on your organisation's license some tabs might
not be available. The name of the tab indicates the content of the page:

- Properties . Includes all project properties including custom fields and
portfolio information.
- Task board : An overview of all the tasks and user stories per sprint.
- Planning . Contains the backlog, Gantt chart and a summary of the Costs
and Resources.
- Resource Management . When the Resource Allocation add-on is available, the Project
(add-on) Manager is able to request resources from resource pools. It

also gives the Project Manager an overview of the requested
and allocated resources.

- Documents . To manage project related documents the Project Manager can
use the tab ' Documents'. This tab makes it easier to search for
specific documents within a project. The tab gives you several
options to search for documents.

- Reports : Report functionality about the products, cost / hour entries and
resource assignments of the project.

2. Logs
It gives an overview of the logs|102) that are used in an Agile environment (most correspond with
the logs that are used in a PRINCE2™ environment). A counter is displayed for each log indicating
the number of items there are for each log and if there are new items. The log is selected by
clicking the name of the log.

3. Burn-down chart widget
One of the available widgets for Agile projects. The burn-down chart widget can be used to track
the completed user stories and the remaining story points of the sprint.

4. Agile PM - Explanatory Notes
Here you see an explanation about working with the Agile PM. Note that this is a realisation of the
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Image & Text widget.

5. Product list
Here you find the product planning concerned with the various stages and work packages.

3.4.1.2 Planning an agile project

Project planning within the Principal Toolbox can be done by following these four steps:

1. Defining a product backlog & starting a sprint. 161
2. Assign tasks on the task board.[162)

3. Assignment of budgets (hours and costs).[165)

4. Defining dependencies between products. [1651

This sequence is just a suggestion. An iterative planning process is always possible; editing your
project plan and other data remains possible throughout your project.

3.4.1.2.1 Defining a product backlog & starting a sprint

To work with the Agile PM the product backlog has to be defined. To do this navigate to the 'Planning’
tab and click the 'edit' button.

-

FORTES i@ ﬁ Projectmanagement Agile projects Agile Project Gideon Search @ Gideon Teerenstra Help Setup

Project: Agile Project Gideon s 8
Dashboard Properties ~ Task Board Planning Resource Management - Documents Reports

Bac klog Gantt Costs Resources

Backlog @ Epic ®UserStory @Bug &
@ Q searcn Al tems - | Defauk  +
Name Owner Start Planned  Final Planned  Percenta: Description
El- Agile Project Gideon 0%
(- Backlog 0%

E}- Epic1 0%

22May-2014  100%
Us 29 May-2014 0%

B Epicd 0%
User story 6 0%

- Userstory 5 0%

The product backlog of an Agile project.

The product owner can now enter all backlog items and assign owners to the user stories.
The available items in the backlog are:

- Epic
- User story
- Bug

During sprints completed items van be set to 'done’ using the percentages column.
When the product backlog has been filled the first sprint can be started.

To do this navigate to the 'Planning’ tab, subtab '‘Gantt’'.
Click the 'Edit' button and pick user stories from the backlog for the current sprint.
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”
FORTES® & priccommgerent - 5 Agiopriects > A Proct Gidean ®  GeonTeeronsia - Hop - Sewp

Project: Agile Project Gideon

Dashboard  Propetties ~  TaskBoard  Planning  Resource Management - Documents  Reports

Backbg | Gantt | Cost

Project Gantt

=

BRI

00 0 < KKK L 00K

OOOOOCOCOOCOOOCOCOOO0O0COOOcO0OOOooaon
e

<
Agile Project Gantt and Sprint planning.

While working with the Agile PM there are some essentials to note.

- The throughput time of user stories can be set independently from the duration of the sprints. Sprints
are not as long as the combination of user stories (which is the case with PRINCE2™ projects).

- Details such as Story points, Priority and Streams can be assigned either by clicking on the User
Story in the Gantt chart or by clicking on the user story names on the task board.

3.4.1.2.2 Assigning tasks on the task board

Assigning task on the task board is done in the Gannt chart.
Go to the 'Planning' tab, subtab 'Gantt'.

For the current sprint, assign the user stories to employees.
The tasks on the task board are now assigned.

Notice that:

- When task are dragged around and dropped on the task board, the burn-down chart is
affected directly.

- The story points at every stage is calculated in the header (Between brackets).

Next, navigate to the tab 'Task board' and drag the task into the appropriate columns.
The columns are:

1. Other: All (currently) unplanned tasks can be dropped here.

2. Todo: Tasks that should be completed during the coming sprint should be dropped
here.

3. In Progress: When an employee starts working on a task, the task should be dropped here.

4. Review: After completing a user story the task should be dropped here to state that it should
be reviewed.

5. Testing: When the task is ready for testing it should be dropped here.

6. Rejected: When a task gets rejected this is the place to drop it.

7. Done: When the task has reached the state of 'Done' it should be dropped here.
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.
FOHTEsw A > Projectmanagement Agile projects > Agile Project Gideon Search ©  Gideon Teerenstra Help Setup

Project: Agile Project Gideon [::]

Dashboard  Propetties -~ TaskBoard  Planning  Resource Management - Documents  Reports

Task Board Fler  Comgue B Bum-down Conigue B

Sprnt
Pt (Entre project) sl mee -

Guide
Other (3) Todo (9) In Progress (0) Review (3) Testing (0) Rejected (0) Done (4)
- 30— —— Bumdown  —
Design
—— Reaured rate

s story 4 -
G i
3
g
s . H 8
Frontend o
F oS S S s
. e
: I N N A,
< ¥
[Bosz |
'
Backend
-
Database ]
Usersiony 1 serstony 2
- .
.
g 1
Unassigned ]
Viork item 1 | Workitem1 |
° ¢ - °
ntegration tests. | Workitem2 |
0 o 0
| Workitems |
0 o 0

The Agile task board with all tasks.

3.4.1.2.3 Assignment of budgets (hours and costs)
Assigning budgets is done on the 'Planning’ tab using the subtabs 'Costs' and 'Resources'.

Assigning Costs:

Click the " button the edit the planning, subtab 'Costs'.

Enter Planned Costs and Actual costs in the appropriate columns in the subtab 'Costs'
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5
FaBTES m ﬁ Projectmanagement Agile projects Agile Project Gideon

Project: Agile Project Gideon

Dashboard Properties - Task Board Planning Resource Management - Doc uments Reports

Backlog Gantt Costs Resources

Project Gantt

i Mame Start Planned  Final Planned § Flanned Co Actual Cos Mar 2014
3. 10| 17. | 24, 3.

Bl Agile Project Gideon 10-Mar-2014  03-Oct-201 I —
v Pre-project 10-Mar-2014  18-Mar-201
o =l Startup 19-Mar-2014  18-Apr-201 L
o - Feasibility 19-Mar-2014  02-Apr-201 —:"L
v - Foundation O4-Apr-2014  18-Apr-201
[ ] Exploration & Engineering 21-Apr-2014  D&-Aug-201
[ ] i Assemble backlog 21-Apr-2014  08-Jun-201
W E| Sprint 1 0S-May-2014  16-May-201
W - Sprint planning
g E| User story 2 05-May-2014  18-May-201
v L \Work item 1 0S-May-2014  O7-May-201
o i Work item 2 08-May-2014  12-May-2I1
v Lo Work ftem 3 13-May-2014  18-May-2I1
" - Retrospective 1
[ ] El Sprint 2 (walking skeleton) 18-May-2014  08-Jun-201

- Sprint planning
v User story 8 22-May-201
‘e User story 7 29 May-2014

Cost Summary
Q
Financial Category Budget Planned Actual
Mo data found

Entering Budgets (Costs)

Assigning resources:
Click the " button the edit the planning, subtab 'Resources’.

Enter Planned Hours and Actual Hours in the appropriate columns in the subtab 'Resources'
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5
FORTES m ﬁ Projectmanagement Agile projects Agile Project Gideon

Project: Agile Project Gideon

Dashbeard Properties - Task Board Planning Resource Management - Documents Reports

Backlog Gantt Costs Resources

Project Gantt

"
0 i MName Start Planned ~ Final Plannedd  Planned Ho Actual How Mar 2014 Apr2014
L 3. 10, 17, 24 ¥, T. 14
+ - Agile Project Gideon 10-Mar-2014  03-Oct-20 T —
+ Pre-project 10-Mar-201 18-Mar-201
v proj
1+ Startup 18-Mar-2014  18-Apr-20
+ - Feasibility 15-Mar-201 02-4pr-201
Ud
+ - Foundation 04-Apr-201 18-Apr-201
v
|:| + @ Exploration & Engineering 21-Apr-2014  06-Aug-209 q
O+ & - Assemble backlog 21-Apr-201 0&-Jun-201
+ ] Sprint 1 05-May-20° 18-May-20°
v
i+ ----- Sprint planning
+ E| User story 2 05-May-2014  16-May-20§
v
+ Lo Work item 1 05-May-20° O7-May-20°
v
|:| +| - \Work item 2 08-May-20° 12-May-20°
i+ L. Work item 3 13-May-20° 16-May-20°
i+ - Retrospective 1
|:| + @ E| Sprint 2 (walking skeleton) 18-May-20° 0&-Jun-201
]+ f Sprint planning
]+ User story & 22-May-20°
O+ User story 7 29-May-20°
Resource Summary
Q
Skill Resource Pool Planned Actual Alloc ation
No data found

Entering budgets (Resources)

3.4.1.2.4 Defining dependencies between products

The easiest way to define dependencies within your project is by using the editable Gantt| 78",
Dependencies created on the Gantt chart are inserted as 'finish-to-start' relationships. To modify the
dependency type or to define dependencies with products from other projects (inter-project
dependencies) you need to open the product details (from the project dashboard, plan or costs &
hours tab) and go to the 'Dependencies' tab.

1. Click the name of the product you want to create a dependency for, and select the tab
'Dependencies’.
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Master Demo database > Projectmanagement = Operational Exc ellenc e > Hiring of |T staff = Fase 4: Build / Test > 4.2 Testen > 4.2.2 Review

Product: 4.2.2 Review /  Close = @

General ~ Logs Dependencies Costs & Hours Resource Demand

Name: 422 Review Planned date Actual date
Description: start: 12-Aug-2015
Owner Group: Team Dratt:
owner: Efienne Krams Checked:
Reviewer: Final: 15-8ug-2015
Participants:
Duration In Working Days: 300
Priority:
Mandatory: Planning Status: )
Agile
Priority: o Streams:
Story points: 000 Workflow:
DoR
Code review: PMD check:

Documentation:

Predecessors Vs Add Dependency Remove Dependency
Name % Project Start Planned Final Planned Percentage  Lag  Dependency Type
@ 4.2.1 Concept Testplannen Hiring of IT staff 08-Aug-2013  11-Aug-2013 0.00 O Finish-to-start
External predecessors Add Dependency
Successors
Name * Project Start Planned Final Planned Percentage  Lag Dependency Type
@ 224 Definttieve Testplannen Hiring of IT staff 16-Aug-2013  18-Aug-2013 0.00 Finish-to-start

Dependencies tab in the product detail window

2. On this tab you can add ‘Predecessors’, from your project and from external projects. Click Add to
select one or more ‘Predecessors'. Then select the project and the product which are the *
Predecessors’ and define the type of relation, options are:
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Product (B) cannot be finished
until product (A) has been
finished. For example, if you
have two products, "Wiring" A
and "Installation inspected", B
"Installation inspected” cannot
be finished until "Add wiring"
has been finished.

Work on product (B) cannot
start until product (A) has been
finished. For example, if you
have two products.
"Constructed fence" and
"Painted fence", "Painted
fence" cannot be started until
"Constructed fence" has been
finished. This is the most
common type of dependency.
Product (B) cannot be finished
until work on product (A) has
been started. The
Predecessor must be started
before current product can
finish.

Work on product (B) cannot
start until work on product (A)
starts. For example, if you
have two products,
"Foundation poured" and B
"Concrete leveled", "Concrete
leveled" cannot begin until
"Foundation poured" begins.

Finish-to-finish:

Finish-to-start:

m

1=

Start-to-finish:

m

1=

Start-to-start:

3. Click OK to create the relationship.

Note: only predecessors can be defined. This way, a project manager cannot make another
project dependent on his or her own project. To define successors, the project managers have
to cooperate.

4. The type of the dependency and the lag (delay) can be modified on the main page. Lag is a delay
between products that have a dependency. For example, if you need a two-day delay between the
finish of one product and the start of another, you can establish a finish-to-start dependency and
specify two days of lag time.

Add a Predecessor to the current Product / Plan ltem (4.2.2 R... »
Project: Hiring of IT staff
Preduct / Plan ltem: Select & Product / Plan ltem. .. -
Dependency Type: i Finish-to-start -
Lag: @ Finish-to-finish

Finish-to-start
Start-to-finish
Start-to-start

ancel

Adding a dependency
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The relationships are verified based on the start and end date of the products. If an end date of a *
Predecessor’ is delayed or planned later than the start date of the ‘Successor’ and the relation is
defined as; Finish-to-Start, a blue traffic light is shown to indicate a problem.

Highlight Reports Peter Cole 24-Feb-2013 - - 01-Mar-2013
Mext Stage Plan Yung Ji-Lao Richard Hammond, Samuel Davies 01-Mar-2013  01-Mar-2013 - 04-Mar-2013
® Mext Stage Authorisation John Edwards 02-Mar-2013 - - 05-Mar-2013

Dependency on the project dashboard

External dependencies
External dependencies are represented in the projects Gantt diagram. These are represented with a

big dot and the word 'external’. To see details of the dependency; place your mouse on the
dependency and a pop-up screen will show the details.

External

Dependencies on the Gantt
On programme level these inter-project dependencies are also represented so the programme
manager can see bottlenecks in the execution of the programme.

See the screenshots below:

Dashboard Properties » Gantt & Dependencies | Benefits Monitor Documents & Knowledge Models = Archive

Project list: Quality and Organisation projects A B B X
@ This Gantt shows projects and their products with inter-project dependencies or high priority
Subprogrammes are included with their start and end date.
Timescale: |Quarters [+

Feb-13 Mar-13

[ o e =~
lﬂﬁlﬂ:ﬂﬁlmﬂmﬂﬁ-ﬂ-mﬁ-mnﬂmrﬂmmwmw
[ 12w pe Jos [io 7 P+ PB1 Jor 1+ Pr | s |

Mame

Quality and Organisati...
Apollo project
Requirements report
Juno Project
‘enus project
@ Rosdshow
Zeus Project
@  Project Mandste

Dependencies on the programme Gantt

If for some reason the Office relocation project is delayed or planned later the Gantt will indicate that
there is a problem with the planning.

Dashboard Properties » Gantt & Dependencies Benefits Monitor Documents & Knowledge Models = Archive

Project list: Quality and Organisation projects s Eox
@ This Gantt shows projects and their products with inter-project dependencies or high prierity.
Subprogrammes are included with their start and end date.
Timescale: | Quarters [+]
[ | N N
tema IWWWWWWWWWWWWWWWWWWWWW
N N I (A TN pr__f1+ Pt | pa__ {1 [CREE |
‘Quality and O :
Apolio project :
Reguirements report
Juna Project
Venus project
@ Rosdshow
Zeus Project
@  Project Mandste

Dependencies on the programme Gantt
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3.4.1.3 Managing an agile project
During the execution of a project the defined products are to be realised. In this section you will find:

How to monitor and enter progress.

How to communicate with Principal Toolbox.

Ways of composing reports and views.

How documents/templates are managed.

How issues and risks are registered and monitored.
How to use the hours entry module.

3.4.1.3.1 Progress: Planning

You are able to get an easy overview of the progress of the project on the project dashboard.
Immediately visible are:

¢ delayed and finished products
o the number of issues, risks etc. within your project and per product or work package.
¢ deliverables added to products, etc.

On the dashboard:

Products Ve Edit Project Plan Set Baseline + =
@ Fase 2: Ideas

Owner Start Draft Checked Final [F1 01 Rl [@
@ 21 Opzetten projectadministratie Etienne Krame + - - 01-Jul-2013
@ 22 Opstellen BRD - 0Z-Juk2013 - - 02-Jul-2013
@ 2.3 Opstellen Project Charter - 03-Juk2013 - - 04-Jul-2013
@® 24 Go/No-Go project Etienne Krame 07-Juk2013 - - 10-Juk-2012

Planning on the project dashboard

¢ Planned dates set on today or before today are shown in red.
o If the final planned date lies before today a red dot appears to the left of the product name.

¢ Finished milestones are marked with a tick: v'. If the final milestone is ticked off, the tick is shown to
the left of the product name.

On the Gantt chart;

Wieak 25 Wieak 27 Wizak 28
=
24-Jun-2013 01-Juk2013 08-Jul2013
VETE MTWTFS5S5MT WTVFOS5S5MTWTFZSS

Fase 2: ldeas —
2.1 Opzetten projectadministratie
pstellen BRD

pstellen Project Charter

==
@ 220
@ 230
o 246

2.4 Go | Mo-Go project

Planning on the Gantt chart

¢ If the final milestone of the product is delayed a red dot appears next to the product name.
¢ If milestones of the product have been finished, this is shown in the planning with a solid colour bar
inside the product bar.

¢ Finished products are marked with a tick (v') and the solid bar indicates when the product actually
has been finished.

To report progress you do the following:

1. Go to the ‘Project Dashboard'.

2. Click the name of the product to view the ‘Product page’.

3. To change the planned date, select the date and enter the new date in the calendar.

4. To register passing of milestones, tick the checkbox for Start/Draft/Checked/Final. The date will be
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set to today by default, alternatively enter another date in the column 'actual date'.

Flanned date Actual date
#|  Start: 01-Jul-2013 12-Sep-2011
Diraft: | --
Checked: | -
Final: 01-Juk-2013 -
Duration Im Working Days: 1.00
Planning Status: [ ]

Planning on the product page

5. Passing a milestone can also be marked directly on the project dashboard. To do this click the
appropriate milestone date next to the product and tick it off using the tick sign.

3.4.1.3.2 Registration of actual hours

341321

Registration of hours in the Principal Toolbox can be done in multiple ways, depending on the available
add-ons:

e Manual entry of aggregated hours per product (no add-on required).

¢ Enter hours using hour entries. This way you can keep track of history and the build-up of the
number of actual hours shown (requires add-on 'Advanced Cost Registration’).

o Time entry with the Principal Toolbox add-on 'Time sheets'. Users of Principal Toolbox get a weekly
time sheet on which they can enter their actual spent hours (requires add-on 'Time sheets").

System administrators and time sheet managers, check 'Configuration of time entry[125" for more
information about possible configurations.

Timesheets

When users of Principal Toolbox have been added in the module 'Time sheets', they get a weekly
time sheet on their home page:

My open time sheets

Week Start Date & Owner g:'lifhe’&t Remarks by Owner Time Entry Group
§ 04-Feb-2013 Erik Aalbersberg New IcT
7 11-Feb-2013 Erik Aalbersberg Mew IcT

By clicking the date of the time sheet, the time sheet opens. On it you will find the selection of products
you are allowed to book hours on. The selection of products that is shown is dependent on the settings
of your 'time entry group'. It could be, that only products are shown of which you are owner, reviewer or
participant. Alternatively, only products with an hours budget can be shown on time sheets.

In both cases, you can add the number of hours in the row of the appropriate product, in the column of
the correct day. The total number of hours for each product, day, and week is shown directly on
screen.

At the bottom of your time sheet, you find a selector for projects and non-project activities. Here you
can select products or activities that are not shown in the product list.

After finishing your time sheet, you need to request approval on the data you entered. How this works
is described in the next section| ez,
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Time sheet 04-Feb-2013 - 10-Feb-2013 (Erik Aalbersberg) Save  Save and Request Approval || Cancel
Owner: Erik Aalbersberg Time Entry Group: ICT
Time Sheet Status: O hew Time Sheet Approver(s):  Ruud v. Weerdenburg
Last Saved By: Remarks by Approver /
. Group Manager:
Total Hours: 12.00 Remarks by Owner: 7
Minimum Hours: 38.00
Start Date: 04-Feb-2013
End Date: 10-Feb-2013

Correction Time Sheet:

@Fillin the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) are pre-selected for time entry by the owner of the time sheet. Note that
individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

Project Product 1 Activity Hours Actual Mon Tue Wed  Thu Fri Sat Sun Totals % Complete Remarks Remarks by Approver
4 5 [ 7 3 ] 10 (=)
General
Wenus Project (Albert S Project Initiation Docu 0.00 4.00 .00 10.00 -
Apolio project (Ar... = - 2.00 5 2.00 -

Make seiection -

400 200 000 600 000 0.00 000 12.00

Totals for sheet: 400 200 0.00 600 000 0.00 0.00 12.00

Time sheets

Principle of time sheets and hour entries

Time sheets need to be approved, otherwise the hours and associated costs will not be accepted.
After approval of the time sheet, the fields of the time sheet will be added to the appropriate products
in the form of a so called cost/hour entry. These entries are visible to the project manager from the
product detail page. They provide an overview of the different bookings that have been made on
products and allow to see which user worked how many hours on what date on which product.

3.4.1.3.3 Reporting

Enter topic text here.

3.4.1.3.3.1 Portfolio reporting (add-on) (COPY)

If and when the project manager is expected to report project status information back to the Portfolio, a
reporting request will be sent and appear on the project.

The request is found within the project on a separate tab with name "Portfolio Report". The report
layout is based on the reporting model as defined on the portfolio.

To supply the requested information the project manager follows these steps:

1. Within the project, select the tab "Portfolio Report" and press the "Edit" button
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-
FORTES '.1‘ ﬁ Projectmanagement . Unified Audioc.. Search (2] Rob van Neortsingel Help Setup

Audioconferencing . ] o

Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ Documents Portfolio Report Reports Guide

Portfolio: COLLABORATION Last Published On:
Due date: 25-0ct-2013 Last Published By:
Report Status: ® Request Remarks:

Forecast start date: 01-0ct-2013
Properties
Algemeen
Name: Audiot onferencing Project Manager(s): Dick Kriets
Objective:
Voortgangsrapportage
Status: ° - Status Description:
Status Geld: Groen -
Status Kwaliteit: Groen -
Status Scope: Oranje -
Status Voortgang: Oranje -
P
Toelichting Status Geld: 0.00
#
Toelichting Status Kwaliteit: 0
P
Toelichting status scope: 0
i
Toelichting Status Voortgang: .00
4
Planning
Start Date: 31-Oct-2011 End Date: 15-2pr-2012
Finance Forecast
Partfolic ltem Totals [#] Preceding Period [7] Current Period [7] Time scale columns [7] Succeeding Period
Budget [] Actusl [|7] Forecast [7] EAC [] Estimate [7] Verience Forecaststart date: 01-Jan-201%
Preceding Period
Portfolio ltem Totals Jan (14) Feb (14) Mar (14) Apr (14) May (14) Jun (14) Jul (14) Aug (14)
Category 4 Budget Actual Forecast EAC Variance Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual
Fiter by...
Hardwars 7,700 10,000 10,000  -2,300
Operations 43000 41,500 41,500 1,500
Out-of-pocket 57,700 53,100 53100 4,600
108,400 104,600 104600 3,800
4 3

The portfolio report is to be filled out by the project manager

2. Update the editable fields with the latest information.
3. Update financial information (if requested).

4. Then press the "Publish to Portfolio" button to send the information off to the portfolio.

3.4.1.3.3.2 Copying data (COPY)

Within the Principal Toolbox there are two options to copy a specific view to another application.
Options are:

- Copy to clipboard.

- Save list to RTF.

- Save list as XLS.

L]
Copy to clipboard Ik
The ‘Copy to clipboard’ function is a quick way to export the information shown on the current page to
another application (e.g. email).
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: L
1. Click the button.

2. Then open the file you want to paste the information into. Choose Paste and arrange the document
composition yourself.

Note: The 'Copy to clipboard’ function only works in Internet Explorer, not in FireFox or Chrome.
For these browsers, use the RTF or XLS function instead.

Note: Some applications empty the clipboard when they are started. In that case, first open the
application and only then copy the information.

Wid9- 0 05 e IT-eN
m Home Insert Page Layos
j Calibri (Body) -

| Paste |

d
v Jqumat Painter B I U-

_ Paste Options:

|57 (S (&

Paste Special...
Set Default Paste...

Save list as RTF &
The 'Save this list as RTF' function creates a so called RTF (rich text format) file which can be opened
in MS Word.

1. Click the button.

2. The web browser opens a pop up for opening or saving the RTF list.

Do you want to open or save Listing.rtf from asp.fortes.nl? Open Save |¥| Cancel

Note: This is the Internet Explorer behaviour. For other browsers the downloaded file may
appear differently.

3. When clicking the '‘Open’ button, MS Word will automatically be opened and the data is available for
further modification.

Save list as XLS &
The 'Save this list as XLS' function creates a so called XLS file which can be opened in MS Excel.

4. Click the button.

5. The web browser opens a pop up for opening or saving the Excel list.

6. When clicking the '‘Open’ button, MS Excel will automatically be opened and the data is available for
further maodification.

3.4.1.3.3.3 Generating automated reports (COPY)

The Principal Toolbox has extensive report functionality available. These reports come either as
RTF-files (readable by all text processors, like Word) and Microsoft Excel files.
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Within the Principal Toolbox a number of fixed keywords are available which you can use in your
templates. When generating a report these keywords will be replaced by information from the Principal

Toolbox database.

All views defined in the Principal Toolbox (general and personal) are available for reporting.

1. Go to the ‘Project Dashboard’ or go to a specific product page where a merge template is

available.

il Automated Reporis rd

ﬂ | oofdpunten Rappoert

On the Project Dashboard

Templates

Mame

&3 Highlight_Noport rf

On the product page

Description

Higkilight Mo port

Revision

* 20

Published

22— Juam-2 010

2. To generate a report with the project actuals, click the name of the report at the heading *

Automated Reports’ or at the product page.

3. After the report is opened in a new screen it can be altered and then saved. In order to make the
report available to the project team it is necessary to upload it in the Principal Toolbox (see the next

section, Adding documents| s").

v — = =
TR =) e tibilty Mode] - [E=IE—
Home | Insert  Pageloyout  References  Mailings  Review  View  Adddns  Acrobat - @
I e #Find -
% N
| Bl BT uaBbCer madbccde AsBBCA LNl ceptace
raste (B 7 U - e x x - Emphasis  Thomal  Stong o Change o
|clipboard Styles 5| Editing
[ oz ERI K IS VR L K T RN ST, QR A 1| &
3 Il
d 4 Status next period i
M 44 Status Work Package
g 42 Products to be delivered |
| lours:
g Owner ‘an Planned frours f
| Richard de Groot[28-Feb-2013_[327.15 i
- [Herman Mulder_[21-Feb-2013_|0.00 I
| [15-Feb-2013 [44.00
=| °3-Feb-2013 |0.00
3 7-Feb2013_[1.00 I
M [15-Feb-2013 |0.00
ung J-ao__[15-Feb2015 .00 I
N ohnEdwards__[15-Feb-2013_[0.00 Il
2| 6-Feb-2012 [0.00 E
g [19-Feb2013_[0.00 f
5Feb2013 000 |
B iR il
g o
B =
- eter Cole [19-Feb-.
2l [p3Feb-2077_[0.00 M |
B [Project Flan update [01-Mar-2073_[0.00 * il
E °
= |
Pagei6 of 7 | Wardsi630 | <5 Dutch (Netherlands) | [EEEEERES! U ©)

See Automated reports|2oti for more information

3.4.1.3.3.4 Setting tolerances (COPY)

Tolerances are used to monitor project status. At the start of the project, the project manager and
project board agree on the tolerance for the project. Tolerances are the allowed deviation in time,
quality, costs and hours from the planned values. When a project exceeds the agreed tolerances,
according to project management methodology it needs to be reported to the project board. In
Principal Toolbox, this can be made visible with the RAG indicators on any programme dashboard.

Note: tolerances need to be set for each project list and programme separately. They are not
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inherited from higher levels.

Tolerances can be set by a programme manger for the programme / project list as a whole and for
projects separately. To set tolerances, click 'Edit Tolerances' on the programme dashboard.

Programme: Collaboration Edit Properties Edit Members Edit Tolerances Edit Widgets

Dashboard Properties ~ Gantt & Dependencies Documents & Knowledge Models Archive

Programme and Project Tolerances Close

O Settolerances
Enter the tolerances for the projects in this programme [/ project list. The default tolerances can be setin the first row. For specific projects, the tolerances can be
set differently by setting alternative values in the list below.

Tolerances can be set absolutely or relatively (percentage based) for the following dimensions:
= Stage Planning
Shows whether or not the active stage is running behind, or on schedule with respect to the planned end date.
= Product Planning
Counts the number of products overdue (in respect to the total number of preducts in the project plan).
« Costs
Summarizes the costs (commited, actual and remaining) and compares this in respect to the budget for all products in the project plan.
« Hours
Summarizes the hours (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan.

Default project tolerances Va * Planning Tolerances
Stage Planning Tolerance Product Planning Tolerance
Name * Orange (%) Orange (Abs) Red (%) Red (Abs) Orange (%) Orange (Abs) Red (%) Red (Abs) Active Stage
Collaboration o V] V] V] ") o V] vl
Project specific tolerances (exceptions to the default tolerances) Vs * Planning Tolerances
Stage Planning Tolerance Product Planning Tolerance

Name + Project Orange (%) Orange (Abs) Red (%) Red (Abs) Orange (%) Orange (Abs) Red (%) Red (Abs) Active Stage
initiatieven V] V] o V] V] V] o 0

1| | »

Tolerances can be set for the entire programme or project specific

In the 'Programme and project tolerances' window, you can set tolerances for the following four

categories.

e Stage : Shows whether or not the active stage is running behind or on schedule with
respect to the planning end date.

e Planning : Counts the number of products that are overdue (final planned date before today
and product is not finished).

e Hours : Compares the spent hours (committed + actual + variance) with the budget.

e Costs : Compares the spent costs (committed + actual + variance) with the budget.

The 'default project tolerances' are used for all projects in the programme. If project specific tolerances
are filled for a project, these will overrule the default tolerances.

- Activate the Project specific tolerances per project by selecting the checkbox in the column Project
Specific Tolerances.

- For the tolerance settings to be active for the current stage select the checkbox in the column
Planning active stage only.

By default you will see an overview of the Stage planning and Product Planning tolerances (as can be
seen in the image above).

Select the view Cost & Hours Tolerances from the drop down list to set the Cost and Hours
tolerances.
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Default project tolerances ya Costs & Hours Tolers
Costs Tolerance Hours Tolerance

Name * Orange (%) ~ Orange (Abs) Red (%) Red (Abs)  Active Stage Orange(%)  Orange (Abs) Red (%) Red (AbS)  Active Stage

Collaboration

Project specific tolerances (exceptions to the default tolerances) Ve Costs & Hours Tolers
Costs Tolerance Hours Tolerance

Name * Project Orange (%)  Orange (Abs) Red (%) Red (Abs) Active Stage Orange (%)  Orange (Abs) Red (%) Red (Abs) Active Stage

initiatieven

Setting Cost & Hours tolerances

For each of these, you can set both absolute numbers and percentages of the total. The colours of the
RAG indicators are set according to worst case scenario tolerances for cost and hours. Example:

Tolerances set:

Costs orange (%): 10%
Costs red (%) 20%
Costs orange (abs) 5,000
Costs red (abs) 10,000
Project costs:
Budget 100,000.00
Committed 25,000.00
Actual 65,000.00
Remaining 23,000.00

So the expected costs for the project are (25,000 + 65,000 + 23,000) = 113,000. The budget is
100,000, so the expected deviation is 13,000.

According to the percentages set, this would result in an amber (orange) indicator. However, since the
absolute number for a red indicator is 10,000, it will show red on the programme dashboard.

3.4.1.3.4 Document management and approval (COPY)

You can store documents at various locations within the Principal Toolbox. The Principal Toolbox will
keep the document in the database, so it will be available to all users with access to the document in
the Principal Toolbox. It is possible to overwrite older versions with newer ones. The Principal Toolbox
will keep the old versions in storage. These will remain available for the manager of the particular level
in the tool.

On top of that, it is possible to put an approval cycle on deliverables and/or documents with the
add-on ‘Advanced Customisation & Workflow'.

To make document management much easier, the tab 'Documents' has been added on the project
level. This tab makes it easier to search for specific documents within a project. The tab gives you
several options to search for documents.

Cocuments

Most recent documents . List of the 100 most recently changed documents for this project.
Search all project documents :  Search for documents in this project.

Project related
documentation
Documents on Plan . Documents per product

Documents that are not linked to a specific product.

3.4.1.3.4.1 Adding documents and templates to products (COPY)

Documents in any file type can be added to a 'Product page’:

SIMPLY FORTES.




Principal Toolbox 7.5 Functionalities 177
Product Description : Product specification; goal, composition and quality demands.
Templates . Template(s) as the basis for the (management) products.

Deliverables : Products/documents to be delivered.

3.4.1.3.4.2

3.4.1.3.43

1. Go to the ‘Product page’.

2. Click Add in order to add a document or to add an intranet link. Fill in the following information:

Description . Description of the document.

Revision/Doc nr. . Document version.

Filename :  Select a document with the ‘Browse’ button or, alternatively
Internet address : Fillin a hyperlink.

Internal document link:  Provide a document ID from a document at another location in the
Principal Toolbox application. The ID can be found in the document

history.

This allows for a centrally placed document to be linked to from projects.
Update by updating only the original centrally placed document.

3. Click OK to add a document to the Principal Toolbox.

Note: As of release 6.5, document can be dragged and dropped to any document list. For steps
2 and 3 the document is simply dragged with your mouse from your local computer and dropped
on the listing. Description and Revision/Doc nr. will not be set automatically but can be set
afterwards using the 'update' function.

You are able to open documents saved in the Principal Toolbox, however you are not allowed to edit
them. In order to edit a document it is necessary to download the document. After editing you have to
add it as a new version.

Note: Hyperlinks have the following syntax:
o internet addresses look like "http://intranet.organisation.com/documents/example.doc"
o links to document locations look like: "file://p:\documents\example.doc"

When using links to document locations, make sure all users have the same drive mapping.

Updating a document (COPY)
1. Locate the document you want to update.

2. To update the document with a new version, select it and click Update. Fill in the following
information:

Description :  Standard description of the last version

Revision/Doc number . New version number.

Filename . Select the new version of the document with the ‘Browse’
button,

Internet address : ORfillin a hyperlink.

Internal document link . Provide a document ID from a document at another location in

the Principal Toolbox application. The ID can be found in the
document history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

3. Select the document concerned and click Show History in order to show a list of all the former
versions of the document. Remove other versions by using the ‘Remove’ button.

Document approval (add-on) (COPY)

Important documents like the Project Initiation Document (PID) and end project report need to be
approved by a member of the project board. Other documents/deliverables in the project may need to
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be approved by a specific person as well. To support this approval procedure, the ‘Approval’ add-on is
available.

1. Go to the 'product page' of a product.

2. Click + or + note at Deliverables to insert a specific deliverable.

Deliverables

Name Description Revision Published Publisher Approval =

Drag documents here or click to add

3. To request approval on this document, place the tick mark in front of the document and click the *
Request Approval’ button. A new window will open.

4. First you will have to define the approver(s) for the document. The next step is to set the due date
and insert any remarks to inform the approver(s). If you do not want to send an e-mail to the
approver, remove the tick mark at ‘Notify Approvers’.

Request

Approve marked documents

This operation will request approval for all the marked documents.
This is your selection:
- PID.rif

Approval settings

Approvers Available users
John Edwards

Arjan van der Laan
Erik Aalbersberg
Jeroen van Barneveld
i - | Peter Cole
Richard Hammond
-
Samuel Davies
Yung Ji-Lao

Due date: 15-Feb-2013
Remarks:
Naotify Approvers: v

OK | Cancel

Requesting approval

5. Click OK to sent the document in for approval. On the product page the status changes to 'Waiting
for approval'.

Approving a document
The reviewer needs to review the document and approve or disapprove it. The documents which need
to be approved can be found at the reviewers ‘Home' page.

1. Go to your ‘Home' page. Here you will see all documents waiting for approval.
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Documents to be approved by me

From Document Due date

Rob van Moortsingel Blank_|ssue_Log.wnmy 13-Mar-2015 Open

2. Click the Product name to open the specific ‘Product page’. To review the document click the
document name.

3. After the review you need to ‘Approve’ or ‘Reject’ the document by clicking the appropriate button

=
. A new window will appear where you can insert remarks.

4. Click 'OK’ to finish the approval procedure. And the status of the document will change to Approved
or Rejected.

3.4.1.3.4.4 Adding minutes of meetings (COPY)

Fast consultation of the minutes of meetings can be very useful for the project team members and
makes the dissemination of minutes and diary dates unnecessary.

In the logs section on your project dashboard you find a link for ‘Minutes of meetings’. Here you can
keep all of the meeting reports and appropriate documents.

1. Go to the ‘Project dashboard’

2. Select ‘Minutes of meetings’ under the logs.

[a] auality review log

Change log
[A] Daily s Action log

Lessons leamed log

[m] Minutes of meetings

Logs

3. Using '+’ you can add the minutes of the meeting, with ‘+ note’ you can add a note and with remove
you can remove it again.

4. Using the ‘History’ and ‘Update’ buttons you can look at the history of a document and with update
you can replace an existing document (see Updating a document| 991).
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Documents (files, links, text)

Name Description Revision

B pending_timesheets xls Minutes of Meeting 1

Drag documents here or click to add

Documents (files, links, text)

MName Description Revision

Drag documents here or click to add
Minutes of meetings

3.4.1.3.5 Issues, risks, quality reviews and lessons learned (COPY)

Within the Principal Toolbox all (possible) log items (issues, risks, quality reviews, changes, lessons
learned) can be logged through the different logs available on the project dashboard.

On all logs custom fields can be defined with the add-on ‘Custom fields’[237. Only the basic
functionality is explained in the manual. The logs available within the Principal Toolbox, are
o Issue logl0%

o Risk log/io

e Quality review log|105)

e Change log/107

o Daily / Action log 1081

e Lessons learned log|108

Note: An issue, risk etc. can initially be created on project level, but after examination can be
reassigned to a specific product or work package. To assign an issue, risk, etc. to a product (or
to change the product which is affected) open the issue and select the appropriate product in
the pull-down menu at 'Product'.

Note: The owner of a log item are able to change all information of that log item. The project
manager and project support can change all information of all log items at any time.

Note: As of release 7.0, it is possible to define a custom page layout on all log items. Such a
page layout is defined in the project model.
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Master D database = Proj =G

> Unified Communic ations > Audioc onferencing > Issue log > 1: Bug found in version.

Issue 1: Bug found in version 7.5

Properties History

Description: Bug found in version 7.5
Type: Issue

Status:

Priority: 1

Due Date: 05-Apr-2015

Owner: Dick Kriets

Creator: Rob van Noortsingel
Create Date: 19-Mar-2015
Product / Plan item:

Remarks:

Decision: Open

Standard fields

Deadline: - Topic:

Actions +

* Open Actions

Nr  Name Description D Owner Related To Due Date Remarks by Owner

Discussions +

Creator (Date) Message

Documents (files, links, text) + o+ Note

Name Description Revision Published Publisher

Drag dotuments here or click to add

Adding an issue

History log
For every log-item there is a history tab available. This shows history information for tracking who has
done what.

Issue: 1: Bug found in version 7.5

Properties History
Person Date Object Action Change
Reob van Noortsinge! 18-Mar-2015 1: Bug found in version 7.5 Cresate

History tab for an issue

Discussion messages on log items
On a log item it is possible to add discussion messages. On these messages the author and date is
registered.

Discussions +

Creator (Date)

Message

Here you are able to start a new discussion

3.4.1.3.5.1 Issue log (COPY)
Issues can be created in two ways; by clicking ‘Issue log’ on the ‘Project dashboard’ or by making a
new issue from a product on the product page. In the second case the issue will automatically be
related to the specific product.
1. Go to the summary page of a product.

2. Now click the tab 'Logs’.

3. Click “+" in the blue ‘Issue listing’ bar. Then fill in the following information:
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Issues
= ﬁ Copy Move /‘ *Open Issues \iew
Description . Give a description of the issue.
Type . Choose the type; RFC, Off-spec, Question, Concern or Issue.
Status . Give the status of the issue.
Priority : Decide the priority of the issue.
Due date :  When does the issue need to be resolved?
Decision . The decision concerning the issue.
Owner . Owner/responsible person for the issue.
Product : To which product or work package is the issue related, leave blank when
it is project related.
Remarks : Any remarks concerning the issue.

4. By clicking ‘+’ or '+ note’ you can add important documents/notes on to the issue.

Master D

= Collaboration = Unified Communic afions > Audioc onferencing > Issue log > 1: Bug found in version.

Issue 1: Bug found in version 7.5

Properties History

Description: Bug found in version 7.5 Owner: Dick Krists

Type: Issue Creator: Rob van Noortsingel
Status: - Create Date: 15-Mar-2015
Priority: 1 Product / Plan item:

Due Date: 05-Apr-2015 Remarks:

Decision: Open

Standard fields

Deadline: - Topic:

Actions + * Open Actions
Nr Name Description [ owner Related To Due Date Remarks by Owner
Discussions +
Creator (Date) Message
Documents (files, links, text) + o= Note

Name Description Revision Published  Publisher

Drag dotuments here or click to add

Adding a new issue
5. You can always alter the issue later by clicking on the issue in the 'Issue log'.

6. The project manager and project support roles can also copy and move issues. To copy an issue to
. Copy Move .
another programme or project, you can use the 'Copy' and 'Move' buttons: . With
copy, you create a duplicate issue within your own project. With the move button, you can select
another project or programme to move the risk to.

7. In order to close an issue you can set the ‘Status’ to ‘Closed’ but you can also select the log item(s)
by clicking the row to select and then clicking the 'v"* button.

Note: All project team members are allowed to create new issues. The project manager and
project support can edit all issues. The owner and creator of an issue can edit all information of
that particular issue.

3.4.1.3.5.2 Risk log (COPY)

The risk log is a central place where risks are identified, described and where certain decisions and
actions are taken.
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A risk can be made in two ways; by clicking ‘Risk log’ on the ‘Project dashboard’ or by making a new
risk at a product on the ‘Product page’. In the second case the risk is automatically related to the
specific product.

1. Go to the ‘Product page’ of a product.

2. Now click the tab 'Logs’.

3. Click here behind ‘Risk listing’ on ‘+’. Then fill in the following information:

Risks
+ @
Nr Description 0D A Type Owner Product / Plan item Cue |
W - =1 |Risklog 0 DL - L - - L
Description :  Give a description of the risk.
Type :  Fill'in the type of risk.
Status : Fill'in the risk status.
Priority . Decide the risk priority.
Due date . Final date where after risk measures need to be taken.
Decision . The decision of the risk occurring.
Chance :  Chance of the risk occurring.
Severity :  Impact cause upon risk occurrence.
Owner . Owner/responsible person for the risk.
Creator : Author of the risk.
Product :  To which product is the risk related, leave blank when it is project related.
Remarks : Any remarks concerning the issue.

4. Save your new entry by clicking the 'Save' button.
5. Furthermore you can also add an action to the risk by clicking ‘+’ behind ‘Risk listing.

6. By clicking ‘+’ or '+ note’ you can add important documents/notes to the risk.
7. You can change the risk any time at a later date by clicking it's description in the ‘Risk log'.
8. Close a risk by setting the status to 'Closed’

9. The project manager and project support roles can also copy and move risks. To copy a risk to
Copy Move
another programme or project, you can use the 'Copy' and 'Move' buttons: o . With
copy, you create a duplicate risk within your own project. With the move button, you can select
another project or programme to move the risk to.

Note: Only the project manager and project support can create new risks. However, the owner
and reviewer of a product can also create risks related to that product. The project manager and
project support can edit all risks. The owner and creator of a risk can edit all information of that
particular risk.

3.4.1.3.5.3 Quality review log (COPY)

A quality review (quality control) is a standard method to test a product for its measurable quality
criteria. This technique is especially suitable for documents (e.g. developments, procedures and
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reports).

The criteria for the quality of a product are taken up in a product description. It describes the goal of

the product, the composition of the product, which sources are to be used, the form in which the

product should be delivered and which quality criteria the product must meet.

We will describe the quality review procedure underneath:

1. Go to the ‘Product page’ of a product. The ‘checked’ date on this page gives the date on which the
quality review should be finished. To document this further, quality reviews can be created in the
quality review log.

2. Click the 'Logs’ tab.

3. Click *+" in the blue "Quality review listing" bar.

Quality reviews

+ o

Nr Description 0D A Method Reviewer

(] « = — Qualty review log item 0 0 B -

4. Fill in the following information:

Description . Short description of the quality review.

Status . Open/Closed. Has the review been carried out?

Priority . Priority of the quality review.

Due date : When is the review due by.

Method . Describe the method (see the Product Description).

Reviewer : Who will carry out the review.

Results . Give the review results. (--, OK and action items)

Owner . Owner of the quality review.

Creator . Creator of the quality review.

Created . Date when the quality review was made.

Product : To which product is the review related, leave blank when it is project
related.

Remarks : Remarks with regard to the quality review.

5. Click the 'Save' button to save your new entry.

6. Itis possible to add actions and documents to the quality review. To add an action you need to do
the following; click ‘+’ behind ‘Action listing’ and fill in the following information:

Name : Name (identifier) of the action

Description :  Description of the action

Status . Status (open / closed)

Priority . Priority

Due date : When should the action be finished

Owner : Owner / person responsible for the action
Creator : Who has created the action

Related to :  Here alink to the quality review will be shown.
Remarks : Any remarks, status description.

7. Click the 'Save' button to save your new entry.
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8. By clicking ‘+' or '+ note’ behind documents you can add documents or notes with additional
information to the quality review.

Cluahly review 1. Cuahly renew og ilem

Fopart as 1 listory

Duwua i Liualy mevimw log nem Ownizn -
SEnTiAas = f.ERATAE ek wan Hesrsngel
Fricniy: - Uregte Date: Tafdar-201 5

Dz Dalzi L Fooued s Plan itmn;

Wethed: Hemarss:

Ruvigwn -

LT - -

Standard flelds

Pro-duuun; - Aupoverisis -
Mrme bz a2 - - Targed Apprecanl Dnke:
larg et Bayes Dats: L Acteal Approval Lake:
Atlual Reaiow Dals L Rzzull; Limar tant nane
Actlons
Mr  Ham: Neaeriptan |_'| fwncr Rednton Ta e M Gomarka by Danier
Discussians
Creater [Nate] Mraang

Documants (s, Inks, Txw)

B Feomedpting Rresrdalon
Tirng) dneumemts Fose or elth T o

Adding a quality review

9. To copy or move a Quality review to another programme or project, you can use the ‘Copy’ or

, \ Copy Move
Move' button:

3.4.1.3.5.4 Change log (COPY)

The Principal Toolbox has a separate ‘Change log’, which offers a central repository for documentation
of changes within your project.

The project manager needs to judge all issues by their priority and their impact. In case that an issue
(off-spec, RFC) falls within the tolerance of a stage then he/she can choose to accept the issue and
log the change in the ‘Change log'.

If an issue leads to the result that the project/stage is threatened to fall outside the tolerances set the
project manager needs to discuss the issue with the project board. They decide whether actions on the
issue are carried out or not. If the project board decides to accept the issue then the project manager
needs to define a change.

1. Go to the ‘Project dashboard'.
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3.4.1.355

2. Go to the ‘Change log'.

3. Click '+" in the blue ‘Change listing’ bar.

Changes

&= * Open Changes \View

Nr Description O A Type owner Product / Plan item Due Date Remarks

4. Fill in the following information:

Description . Description of the change.

Type . Choose between Specification, Hours, Costs and Planning
Status . Open/ closed

Priority : Low, normal, high, critical

Due date : Optional, final date the change needs to be dealt with.
Owner . Responsible owner of the change

Creator . Creator of the change.

Created . Date of creation

Product :  Optional: product the change is related to.

Remarks : Any remarks / status description.

5. Save the new entry by clicking the 'Save' button.

6. If necessary, it is possible to add a related action to the change. Click ‘+’ in the blue 'Action listing’
header on the details page of the change. For more info about actions see Daily/action log|108

7. By clicking *+’ or '+ note’ in the 'Documents' header you can add any related documents or notes.

8. To copy or move a change to another programme or project, you can use the 'Copy" or 'Move'

Copy Mowve
button: i

9. To close the change, set the status of the change to 'closed'. Alternatively, from the change log, you
can select the change and set the status to closed with the v* button.

Daily/action log (COPY)

Actions can be created from product pages, related to issues, risks, changes, quality reviews and from
the action log.

To define an action do the following:

1. There are several places from where you can create actions, if you have the correct user rights:
a. From the project dashboard, open the 'Daily/action log'.
b. Alternatively, go the ‘Logs' tab of a product.
c. Find the blue 'Action listing' header when on the detail page of an issue, risk, or other log item.

2. Now click Action log and fill in the following information:
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Name : Name of the action.
Description . Description of the action.
Status . Status (Open/Closed).
Priority : Priority.
Due date : When does the action need to be completed.
Owner . Owner/responsible for the product.
Creator . Creator of the action.
Related to :  Relation to a product, issue, risk, etc.
Remarks : Any remarks

Action 1: Action log

Properties History

Name: Action log Owni
Description: Creat
Status: - - Creat
Priority: - Prod
Due Date: L Relat
Rem:
Discussions
Creator (Date) Message

Documents (files, links, text)

Mame Description
Drag documents here or
Adding an action
3. Click the 'Save' button to save your new action.

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit all
information of that particular action

3.4.1.3.5.6 Lessons learned (COPY)

To archive positive or negative experiences that may be useful in future projects the lessons learned
log is available. Based on the lessons learned log you can create an automated 'lessons learned
report' at the end of the project. The lessons learned can be from all areas of interest; the project
management method, tools used, good/bad experience with suppliers, etc.
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3414

The report can published to allow the organisation to improve the best practices from among other
things its project management. Add valuable lessons learned to the project model(s) to have them
easily available for project managers and team members.

1. Go to the ‘Project dashboard’
2. Now click the 'Lessons learned log'.
‘= Logs
[ Issuelog
[r] Risklog
[a] Quality review log
Change log
[2] Daily/Action log
Lessons learned log

[m] Minutes of meetings 1
Lessons learned log

3. Create a new lessons learned entry by clicking "+'.

4. Fill in the following information:

Name : Name of the lesson learned

Creator :  The creator is filled in by the tool.

Created . Creation date of the lesson learned. Filled automatically.
Remarks . Explanation of the lesson learned.

5. If more information needs to be added to the lesson learned, a document or note can be attached.
Click ‘+’ or ‘+ note’ in the blue 'Documents' header to add a document or note.

6. After completion of these actions, click the ‘Save' button to save the new entry.

7. To copy or move a lessons learned to another programme or project, you can use the ‘Copy" or

\ \ Copy Move
Move' button:

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit all
information of that particular action.

Finishing an agile project

Once the products of the project have been realised the project needs to be finished in a controlled
way. A number of management products such as the lessons learned report, end project report, and a
follow-on action recommendation can be used to report about open actions and recommendations.
The project board will then confirm the project closure.

The lessons learned report can be based on the lessons learned log that has been kept during the
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project. It is quite easy to generate an automated report 201 of this log.

The other logs can be consulted to make the end project report and the recommendations for follow up
actions. In the recommendations for follow on actions all the points of attention are shown that are no
longer carried out in the project but can be dealt in a new project.

In this section we will further review:
- archiving projects; [111)
- removing a project or project model. [112)

The activities described in this section can only be carried out by the programme manager.
3.4.1.4.1 Archiving a project (-model) (COPY)
Note: Archiving a project can be done by the manager of a programme / project list, or the
system administrator. Archived projects are no longer visible to users without these roles. If you

want the project to remain available, create a separate project list called 'Archived projects’, or a
similar name.

After the project has been finished and the project organisation has been disbanded the project can be
archived.

-
FGRTES m ﬁ Projectmanagement Search =) Rob van Noortsingel Help Setup

Projectmanagement ]

Dashboard Documents & Knowledge Models Archive

Programme / Project list Archive o Restore
Name * Description
2. Lean Management IT Theme: Lean Management
Project Model Archive o Restore
Name * Objective Project Manager(s)
BAM ICT Services Projectmode! - BAM ICT
Services
Beheerders fraining - projectmodel  Model voor het opzettenvan  Albert Swank
BOX BV PRINCEZ projecten
Generic Project model V2.7
Programme Model Archive o Restore
Name * Objective Project Manager(s)
MSP Programme model v2 Model for setiung up an MSP Erik van den Bosch
programme
Archive

1. Go to the ‘Programme dashboard'.

2. Select the project concerned by clicking on it's row.

Archive
3. Click to move the selected project(s) to the archive tab.

4. In a pop-up window, you are asked to confirm archiving the selected project (-model). After clicking
OK the project (-model) is move to the archive.

5. The archive can be found at the tab 'Archive' on the programme / project list level. Note that each
programme or project list has its own archive.

6. Restoring a project or project model can be done from the 'Archive’ tab.

3.4.1.4.2 Removing projects and project models (COPY)

Removing projects and project models requires two steps; first you need to archive the project (model)
and thereafter you can remove the project (model) from the archive. How to archive a project (model),
see chapter Archiving a project (-model)[111].

1. After archiving a project (model), go to archived project (model) by clicking the ‘Archive’ tab.
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-
FOBTES m a Projectmanagement Search (] Rob van Noortsingel Help Setup

3.5

Dashboard Documents & Knowledge Models Archive

Programme / Project list Archive o Restore

Name * Description

2. Lean Wanagsment IT Theme: Lean Management

Project Model Archive o Restore

Name + Obijective Project Manager(s)

BAM ICT Services Projectmodel - BAM ICT
Services

Beheerders training - projectmodel  Miodel voor het opzetienvan  Albert Swank
BOX BY PRINCE2 projecten
Generic Project model V2.7

Programme Model Archive o Restore:

Name Obijective Project Manager(s)

MSP Programme model v2 Model for settung up an MSP Erik van den Bosch
programme

Archive tab

2. Select the project (model) concerned by clicking it's row.

3. Click * " behind the project (model) and confirm with ‘OK’.
ﬁ Restore

Remember: Once projects or project models have been removed from Principal Toolbox it is
not possible to roll back this decision.

Mobile Application
As of release 7.0 it is possible to use Mobile Reporting and Mobile Time Entry using the Fortes app.

They allow for managers and stakeholders to always have the appropriate reports with them and for all
employees to enter hours using only their tablet or smartphone.

Note: To start using this functionality, download the app in the appstore of google play store
Opening screen op the Fortes app

Principal Enter the URL of your Principal Toolbox
Toolbox

URL:

Username: Enter your username

Password: Enter your password

Log in
Click

Mobile Reporting [228)

When you are using the app for the first time and there are nog Mobile Reports available yet the
following screen is shown:

5

Mobile Reporting in the Fortes App
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For more information on Mobile Reporting click here|229,

Mobile Time Entry|155)
This functionality is only supported as of release 7.5, if you have a version of the Principal Toolbox
prior to 7.5 you will see the following notice:

5

Notice when your version of the PTB is prior to 7.5

For more information on Mobile Time Entry click here [1551.
4 Reporting

Reports can be used in projects to provide reports about your projects, programme, portfolio's, time
entry groups etc.

e General reporting|1of1 is provided throughout the application and is based on the ability to create
views on all kinds of data.

o When working with hours and costs, it is also possible to create timeline reports 1981 that provide
options to report data in respect to the bookdate of the hours and costs.

e Based on these reports (general and/or timeline), automated reports|zofi can be created that
combine information from different views into a single report or apply specific formatting.

« Finally, the Principal Toolbox allows for reporting using widgets 215, dynamic functionality provided
on dashboards that show the data in a specific way.

4.1 Reports

Throughout the Principal Toolbox, reporting is provided on the data that is available at various
locations.

Note: Timeline reports provide a special way of reporting over costs and hours, see timeline
reports|198),

Projects L} -] [ All Projects View

Name Objective Current Stage Progress Status Status Description Project Manager(s)

Antivirus Fase 4: Build / Test . [ ] ‘fvonne Veenma

Apolle Project start-up . Albert Swank, Mirmal

Singh

Apclie 1.0 Opstarten van een . Rob van Noortsingel
Project

Autodesk licensing Fase 5: Deployment / . ® Eduard van Zeeland
Rollout

Basware Fase 2: |deas . ® Kewin Cottrell

Basic project report

Reports provide different views that each set specific filtering, column (or field) selection and other
options to tune the data that is shown.

OpRemarks

tio

n

SetThe set filter options allows to select fields available for the object that is being reported.
filt

er
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N g

20% IT Cost Reduction (KPPl Scare) -

Achtergrond I:I ] | = [3 All Projects
Afhankelijkheden
Obje  Archived Progress Status Status Description

Background ... ®

beleidsterrein
|

Benefit
Benefit realization a
Benefit status 1T ] [
Fi Benefittarget ®

Benefits Risk rate

Budget Switch to Advanced Fitter

Mamanlawitie Dicls reke

Arehived w* Mo - -ITI-

o= 204 fitter

Ok Cancel

SetColumns can be selected and ordered to build the views content. Next to selecting columns for the view, the ¢
col be set.

um

ns
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Column settings

Select the column you want to use for sorting the listing

Sorting: Mame ¥ | Ascending (8.2} ¥

Mumber of rows per page 00 ¥

Select and order the columns you want to use for the listing

Q) Al Fields Q) Figlds in list
Baseline - MName (Standard field
Current Baseline Final |:| Current Stage (Plann
Current Baseline Set Progress (Planning)
Current Baseline Start Status (Standard field
Initial Baseline Final il Project Manager(s) (!

Initial Baseling Set
Initial Baseline Start

+ Remove

Costs
Costs Actual
Costs Actual Cumulative
Costs Budget
Costs Budget Cumulative

OK Cancel

SetWidth of the columns in the view can be controlled by dragging the column separator to the desired position.

id
MY Column Widths

i Setthe width for the selected columns in the listing.
The portrait and landscape reference bars anly apply to the repors generated through the automated reports.

OK Cancel

A4 Portrait
Ad Landscape

Name | current Stage | Progress | status | Project Man

Ch The chart options allow to show the results of the view in a chart (like bar, line or pie chart) instead of a plain t
art

opt

ion

S*
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Edit Chart Options

@ Selectthe type and parameters for the chart which should be generated.

General Chart Configuration

Enable chart: [ show this report as & chart (not as a listing)

Chart title:
Show legend: ]

Label orientation: Horizontal *

Colour order: P - T S

Size: edium (540 x 480)

Chart Type

Standard chart: i) (This chart provides

Range:
Series 1:

Series 2:
Series 3:

Series 4:

Series &
Stacked chart: ') {This chart provides

Range:

series:

Stacked by:

Pie chart: "~/ (This chart provides
Data:

Ok Cancel

T

a ¢ hart which plots the data in respect to the selected obie

Field: Representati
_— v

= v Area ¥

- v Area ¥

= v Area ¥

= v Area ¥

- - Arza ¥

a chart which plots the data in respect to the selected obije

Field: Representati
_— v

~ v Area ¥

-_— L

a pie ¢ hart representing the distribution of the data in resp

_— L

Ad Finally, some special options can be set like hiding a header caption, provide a total etc.

va
nc
ed
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Advanced Settings

@ Setoptions for the listing:
- show category names for columns with categories (when two or more adjacent columns are of the same categ
- whether to provide a total on specific columns with numeric values;
- whether to hide the header name far specific columns.

Categories

Show categories for grouped category columins: ]

Show totals for selected columns

Hide column name for selected columns

Mame Cl
Current Stage O
Progress O

Status O

Project Manager(s) |

Ok Cancel

Once views are configured, the views can be saved for re-use later or for the creation of automated reports.

Sa Saves the current configuration of the view. The view can be saved as a new view or overwrite an existing on
ve

vie

w
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Save view

@ Save the configured view. Provide a new name or save the view as an existing view. Indicate
whether the view should be defined personal (only to be used by you), local (to be used by
everyone an this location) or global (to be used by everyone everywhere).

Select existing view to overwrite or save as new view.

Existing View: — NEW View — ¥
View name:
Type: Personal «

OK Cancel

Views can be set to one of the following types:

Personal The view is available to the current user only but can be used throughout the applicatic
to all users.

Local The view is available to the current location only but can be used by everyone (that ha
users with manager/coordinator permission on the location.

Global The view is available for all users at all locations (for the same type of object). This opt

Ma Sets the current selected view as default (for the current user only!). Default views are indicated by an asteris
ke

def

aul

t

MaTo manage all views that have been created at a specific location (or for a specific user etc.), the views can b
na parameters (like type or hidden).

ge

vie

ws
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@ Manage the list of available views. The following view types exist:
- Global: Views can be used by everyone, everywhere. Only system administratars can adapt these views.
- Local: Views can be used by everyone on this location. System administrators and codrdinataren can adapt th
- Personal: Only you can use and adapt these views. Views are available everywhere.

Personal Views

Mame Remarks by Owner C
Local Views
Mame Remarks by Owner C

Global Views

Mame Remarks by Owner C
Dazhboard Li
Status Overview Wi

Builtin Views

Mame Remarks by Owner

All projects

Views are shown in respect to their type: personal, local, global or built-in (provided by the application).
Views can be exported or imported from other applications as well to re-use configurations, e.g. from a test el

If the user has sufficient permissions, views can be modified by clicking the name and clicking 'Edit":

View Details

Name: Drashboard Creator: Liza Marie van Esch

Remarks by Owner:
Hidden: [
Type: Global -

* Will be deprecated in release 7.0

SIMPLY FORTES.




Principal Toolbox 7.5 Reporting 198

4.2

The data that is shown can be exported to Word, Excel or the clipboard for use later on. Finally, views
as saved on these locations can be used to create automated reports 2o,

Timeline reports

A timeline is a graphical representation of information in relation to time. Timeline reports enable you to
instantly report on different types of cost or hour entries over time. Timeline reports can be used to
compare your available resource capacity with you requested and allocated resource availability. It can
also be used to compare the budget and actual costs within a project.

Timeline reports work like pivot-table known from MS Excel. It creates reports on entries coming from
time registration, cost entries and resource management.

Timeline Reports Close &

Entries -- Custom view - ~|| View Options

1000
os0
aon

850

aon

750

700

o

a00
550

Hours

: L

o -
Jan2010  Feb2010 War2010  Apr2010  May2010  Jun2010  Jul2010  Aug2010  Sep2010  Oct201C

= Actual -- Assigned

Example: Timeline Report

Based on the start and end date of an entry a timeline report creates an overview in time, for instance
the total costs per month per project or the number of hours resources are allocated to projects.

The timeline reports can be found on the same location as the normal reports. So they are available
enterprise-, programme-, portfolio- and project level. They are also available in the different modules
like time registration and resource management.

Orders

Cost/ Hour Entries
Dependencies
Project Resources

Entries

il. Timeline Reports

Entries

SIMPLY FORTES.




Principal Toolbox 7.5

Reporting

199

Two representation types are available:

- table
- chart

Timeline report views can be used in automated Excel and Word reports.

Timeline Reports

Entries

1000
as0
a00
a5
&0
760
700
&5
e00
550

Hours.

Jan2010 Feb:2010 Mar2010 Apr2010 May-2010 Jun2010 Jul2010 Aug2010 Sep-2010 0et2010

W Actual B Assigned

Close | @&

~ Custom view ~ || View Options ~

Example: Timeline Report Chart

Timeline Reports

Entries
Type
Actual
Allocation
Assigned
Available
Capacity
Committed
Planned
Request
Reserved

No Dale

7.752.00

600.00

Jan (10)

Close =&

K 3 B3 - Customview-
Feb (10} Mar (10) Apr (10) May (10) Jun (10
220.00 100.00 605.00 216.00 119.00
75.60 551.40 240.00
372.00 47325 946.00 995.00 4575
265.80 2,068 45 2,041.00 1,
611.49 582.38 669.73 640.81 611.49
4.00 10.00
692.58 761.66 39316 1,
138.40 749.80 TE0.20
-66.67 -175.00 -

<

m

- View Options ~

j] Jul
443.00
85.00
952.75
600.00
640.81

008.35
4138.80
183.33

Example: Timeline Report Table

The different options in the View options menu are:

Basic Setting
Set filters

Set widths

Make default

Save view
Manage views

To configure the timeline report view
Define a filter to make a selection of
the shown items

Set the column width, so the view fits
better on screen or in a MS Word
report. Drag the line between columns
to increase or decrease the column
size.

This sets a view to the personal
default

Save the view for later use.

Set properties for the view. You find
more information at ‘Manage views

251,

Create a Timeline report view

This example describes how to create a table with costs per product per month for this year within a
project represented as a timeline report.

Basic Settings

View Options -

Basic Settings
Set Filter

Set Widths
Make Default
Save View
Manage Views

1. Navigate to your project in Principal Toolbox and go to the ‘Report’ tab

2. Click on ‘entries’ in the Timeline report - section
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3. Open ‘view options’ and choose ‘Basic Settings’

4. Set the values for the settings
a. unit: select ‘Money (changes on book date)’. This setting is used to select which kind of
entries (costs or hours) you want to see and in which unit it is represented on screen. The
system automatically calculates the data between different unit settings.

b. Scale: set scale to weeks to show the costs per week.

c. Start date: set a dynamic or fixed start date where the windows of the timeline must start.
Select ‘This year’ as a dynamic start date.

d. Horizon: set the number of weeks, months or quarters to show starting at the start date.

Timeline Report Configuration

Unit: Hours (changes are distributed over Working Days) -

Conversion: — -

Scale: Months -

Startdate: () Dynamic Last month -
(OFixed date

Show entries without bookdate (additional column): %]

Show values as cumulatives |5}

Initial value for cumulatives zero (0) -

Horizon:

Show as Pivoted table in Excel

12
Months
(]

5. Apply afilter on entries: select ‘Budget’ and ‘Actual’ in the filter type. This will give you only the
cost-entries of the type budget and actual.

Apply filter on entries

Create Date
(®No fitter

(_)Create Date

(_)Create Date

Is draft
(®No fitter

(_Jls draft

Type
(Mo fitter
(Type
() Selection

Before Today v

Equals (= Valug) v - | |,,

Mo v

= Mot Empty ¥

Actual -

Alloc ation
Assigned
Available

Budget
Capacity
Committed
Demand

EAC

ETC <~

|| Exclude selected items

6. Select ‘Table’ as the representation type to get a table with the budget and actual costs
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Timeline representation
Representation: Table
® Chart
Chart configuration
Select field to plot in Type -
chart:
Title:
Show legend: ]
Label orientation: Herizental -

4.3

Colour order:

[ + I

Chart size: Medium [540x480)

Chart type: Standard
Chart subtype: Line chart
oK Cancel

7. Table configuration — select the field to show per row. Select product and type to display the
product name in the type of entry (budget or actual).

8. Click ‘OK’ and see the result on screen

Save view

If you want to save the newly defined view you need to save it with Save view. To overwrite an existing
view you saved before, select the name of this view at the Existing view pull down list. To create a new
view, enter the new name at 'New view'. Click Save to save the view.

Save view

@ Save the configured view. Provide a new name or save the view as an existing view. Indicate whether the view should be defined personal (only to be used by you),
local (to be used by everyone on this location) or global (to be used by everyone everywhere).

Select existing view to overwrite or save as new view.

Existing View:

-~ NEW View -- v
View name:
Type: Personal ¥
oK Cancel
Save view

Select personal, local or global. See manage views| 251 for more information.
- With the ‘Make default’ option a specific view can be set to the personal default view on that page.

- With the button ‘Manage views' the views available can be managed. See Managing views|2s.

Automated reports

Automated reports can be created in the Principal Toolbox and both in Word and in Excel. The Word
reports offer more possibilities for editing after generating the report, while the Excel reports offer more
flexibility in working with tables. It is also possible to use so-called ' Timeline reports' to show
information over time.

The automated report functionality of Principal Toolbox has especially been designed to allow you to
create and edit your own automated reports.

Note: Automated reports within projects are available to project managers and project support.
On programme level they are available to the programme manager.

Note: Normally, automated reports will be provided with the project model(s) of your
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organisation. It is possible, however, to create your own reports for your programme, portfolio or
project.

Principle of automated reports

Automated reports use keywords that are replaced with data from the Principal Toolbox database. This
can be either simple content of fields, like a project name and a start date, or complete tables. These
tables are the views (either pre- or self-defined) at various locations in Principal Toolbox.

The keywords, which include references to the views, can be found in the 'Keyword reference’. When
clicking a keyword, it is copied to the Windows clipboard. You can now paste the keyword in your
report template. After saving the template on your system, upload it to Principal Toolbox and the report
is available for use.

Note: Some applications empty the clipboard when they are started up. In this case, first open
the application and then click the keyword.

Where to find and manage automated reports

Within projects:
On the project dashboard in the section 'Automated reports’ or at a specific product page.

FORTES L4 S N S R — Tt wmaul Lhilsed Cuane-an Y S e e s [ = B
I"ngect Audiacontanaiing IR L
[N ] I'racarias - Iredt b ik dosm "o linmH Fascares Hasagesast - Her = mirin e dapunie linde
m—
= Logs ranl B P Imnie e o - e etk i— [~ i
[ wem ki ‘ ||'_'| ez dmancal.prircipalionison comyonline rolderboloorjrptsotioturanddress falsot tagell 1484 2bokon KEIH 106D NE21L Y
O o O e L L R S e e T I T
E fod- g -
E Tl E e . I Aaetusdivaabiee s, s pal vcoedild i u e w Lecs TGV RTRME T el Teslacn owrreainds nndi cnplile wd ma e taasaly inp e oy
deeahoa cometljazior gencrbng Focpa
L] it s ey
S wmang el v i ek i A e, DRan e Jm il Tiengn bTiE WA ST SN SMRN 5T @y dREu TRl su i b saeed 1 e 14
o ATra Sae Tetgs WP 2lz masd b baead on bz zaek ke aewhis T ooml ne gL rel macre © Kk on he Doamcas Tonizlae brcr o oot kead e
[B] cupcsateiny 1] Ml
e e el Ters shelkeveois, @ kson he depacr s bodcn
[ -exons kamce oo —
E WA 2] 18R H R O red Templates - o | mbar S P 2l ml -
1[4 Autamoied Reporta AN EH kand Hae Duvuulzn Hamzn Tusieizd Iwbiade WM L enzhly
1 ﬂ el g Hau dzaro Bazzal 13240 5 PR NERL TR R S T
B etz T B Tesdl
P s e b o cL i add
M s
T ieaf
-
- o
-
- ad

bl |

Click 'Edit’ at automated reports to manage reports within a project or project model
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Master Demo database = Projectmanagement = Collaboration = Unified Communic ations = Audioconferencing = Fase 4: Build / Test = 4.2 Testen = 4.2.2 Review

Product: 4.2 2 Review Change Picture

General ~ Logs Dependencies Costs & Hours Resource Demand

Name: 4.2.2 Review Planned date Actual date
Description: «| Start: 0E-Jan-2012 12-5ep-2011
Owner Group: Team Diraft: - -
Owner: - Checked: - -
Reviewer: - “ Final: 11Jsn2012  1SeR-20N
Participants: -

Duration In Working Days: 4.00
Priority: .
Mandatory: Planning Status: v
Agile
Pricrity: o Streams: -
Story points: 0.00 Workflow: -
DoR
Code review: PMD check:

Documentation:

Helpful Text:
Deliverables + o Note
MName Description Revision Published Publizsher Approval Status Review Requester
Drag documents here or click to add
Templates + o Note
Name Description Revision Published Publisher Merge Template
Drag documents here or click to add
Product Descriptions (Specifications) + + Note
Name Description Revision Published Publisher

Drag documents here or click to add

On product or plan item pages templates for automated reports can be added as well

Within programmes (or project lists) and portfolio's:
On the dashboard, at the section 'Automated reports'.
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-
FORTES m @A > Projectmanagement Search B  Robvan Noortsingel Help Setup

Projectmanagement

Dashboard Documents & Knowledge Models Archive

1l¢ Automated Reports Va

B poectist Welcome to the project and program management location st/

B Froictisting2

1l. Reports t!a

Programmes / Project lists

Here you can acces al programmes and project wilhin your organisation.
Projects

It also provides the opportunity to create an overall report in this information.

Products / Plan ltems

Issues Pro " © Al proares "

grammes / Project lists # Mo  Achve  *Alprogrammes iew

Risks o

Status Programme Manager

Quality reviews
b Collaboration [ Ruud Petzer

Programme; Colaboration
GChanges

Operational Excellence ° Etienne Krame

Actions Progremme; peratonal Sxaetense

Lessons leamed
Orders.

System Resources
Cost/ Hour Entries
Dependencies.
Project Resources

Entries

1l. Timeline Reports

Entries

Automated Reports on a programme

In the next sections, you will find more detailed information about creating and managing automated
reports.

4.3.1 Automated Word reports

Note: Word reports are based on templates that have to be saved as Rich Text Format (*.rtf)
files.

1. Go to the dashboard and click the button ‘Edit’ in the Automated report header, or go to the specific
‘Product’ page where you want to insert the new automated merge report.

2. You can do any of the following:
a. Open one of the templates already present, by clicking

Automated Reports Close

@ Automated reports insert Principal Toolbox data into a Word or Excel merge template. The Principal Toolbox keywords in the template are automatically replaced by
the actual content (data) on generating the report.

Select a merge template or normal document/ link to upload. Please note that Word merge templates can be based on any document but must be saved in the RTF
format. Excel merge templates must be based on the basic template which contains required macro’s. Click on the 'Download Template’ button to download the
template.

Far a list of keywords, click on the "Keyword List' button.

Templates = ﬁ Update Open as Template Download Empty Template Keyword List History
Name Description Revision Published Publisher Merge Template
n Projectlist_(7).xls Project list v1.0 25-Mov-2013  Erik Aslbersberg ~
n Projectlist_demo_(2).xls Project listing 2 25-Mov-2013  Erik Aslbersberg ~

Drag documents here or click to add
. The template will be opened, and at the same time Principal Toolbox will open a window with the
'Keyword Reference'.
b. Start with a 'normal’ or new Word document. Click Keyword Reference to open the window
containing the keywords.

3. The Keyword Reference window will open where you can select the keywords. To select a keyword,
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just click it.

Keyword List

Fields Niews

@ Find the keyword for the fields and views to include in the report. Drag these keywords to the appropriate locations in '

Document

Document creation date Document creator (author)

Enterprise

Organisation

Program Support Programme Manager Programme Reader

Standard fields

Drescription D Mame

Keyword list

5. Go back to your template in Word. Look up the position where you want to paste the keyword.
Pasting can be done in two ways:
a. By selecting Paste in the Edit menu
b. With the shortcut key CTRL+V.

6. Finish the automated merge report and save it as an RTF-file.

a. Choose Save As in the File menu
b. In the dialogue, choose an appropriate folder for your template.

c. At Save as type choose Rich Text Format (*.rtf)
d. Click Save to save the template

'@ Save As

s c— \ Y
6(:)- B Desktop + ~ [ 4 |[ Search Deskicp P
-— -— E—

Organize *  New folder

| Templates -
( Libraries
. li System Folder
0 Favorites

i M Desktop
& Downloads

Erik Aslbersberg

]& System Folder
“C] Recent Places

. &! Computer
9 Libraries [ - System Folder

| Documents
2 Music | Network
| System Folder
[&] Pictures = < 32

File name: Highlight Tour

Save as type: |Rich Text Format -

Authors: Erik Aalbersberg Tags: Add atag

. Hide Folders Tools ~ Save

7. Go back to Principal Toolbox. To upload the merge template in the Principal Toolbox, click + in
the Templates section (in the Edit Automated Reports window or on a product page). Fill in the

following information:
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Description : This will be the title of the report shown on the dashboard
Revision/Doc nr. : Use this to give a version number to your template
Filename . Locate the RTF-file with the browse button

Internal document link : Provide a document ID from a document at another location in the
Principal Toolbox application. The ID can be found in the document
history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

8. IMPORTANT: Make sure the checkbox 'Document is a merge template' is ticked!

Add a document to the list

@ Selecta merge template or normal document/ link to upload. Please note that Word merge templates can be basec
format. Excel merge templates must be based on a template which contains the necessary macro's: Click an the "D

Far a list of keywords, click on the "Weyward List' buttan.

Add a document/link

Description: |

Revision/Doc Nr.:

* Filename: Bestand kiezen | Geen bestand gekozen (rif sk xim,xls xlsm)

Merge Template: I#| 5dd this document as a merge template
Internet address:
Internal Document Link: Prowvide a document 1D from a doc ument at ancther lo

This 1D can be found in the document history.

OK Cancel
Adding a Word file
9. Click ‘OK’ to add the merge template to the Principal Toolbox.
10.The document is now available as an Automated Report. If you added it to the section Automated
Reports on a programme / project list or project dashboard, you will find it in the list Automated
Reports. If you added it to a product page, it will appear in the list 'Templates' on the General tab.

11.To generate the Automated Report click the template name and it will open in a new window.

12.After the report is opened in a new window it can be altered and then saved. In order to make the
report available to the project team it is necessary to upload it in the Principal Toolbox.

Note: To edit the automated report or merge template later on, go back to step 2a and continue.

Note: In RTF templates the system setting (default or custom) is used for language, not the
personal locale.
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4.3.2

43.2.1

Automated Excel reports

The Microsoft Excel reporting allows you to create well formatted reports based on Principal Toolbox
data. The reports can be extended with charts.

An automated report for Excel must to contain macros to be able to retrieve data from Principal
Toolbox. Therefore, you need to be able to run macros to generate these reports. The Excel reports
are based on a special Principal Toolbox template. This template contains keyword that point to fields
and views in Principal Toolbox. When generating a report, these keywords are replaced by data from
the Principal Toolbox.

In this section, we will explain how to generate Excel reports. Creating and editing templates yourself is
possible, even with basic Excel knowledge Some of the more advanced features would require some
more knowledge of Excel. The topics can be found below:

e Using an Excel report /207

e Creating an Excel report template|2081

Note: automated reports within projects are available to project managers and project support.
On programme level they are available to the programme manager, etc.. You will need sufficient
rights on your computer to run Excel macros.

Note: Excel reporting is intended for Office 2007+ as of release 6.5. For compatibility with Office
2003 an older version of the Excel template can still be used. Download the old template here
and add it manually to the desired location.

Using an Excel Report

To generate an Excel report, you can click the report name, on a programme / project list dashboard,
or on the project dashboard. In the example below, the available Excel report is shown and can be
clicked by the user.

FDRTES d A > Projectmanagement Search o]

Projectmanagement

Edit Properties

Dashboard  Documents & Knowledge ~ Models  Archive

il: Automated Reports /
GO Welcome to the project and program management location setTte /'

Proctistng 2

1l. Reports

Programmes / Project lists

ssssss

Automated reports on the project dashboard
Note: Excel reporting is intended for Office 2007+ as of release 6.5. For compatibility with Office
2003 an older version of the Excel template can still be used (contact Fortes Solutions for more
information).

When the Excel report is downloaded, the following message is shown to you by your browser.

Do you want to open or save Project_Reportv2.xls from asp.fortes.nl? Open Save ~ Cancel

In this dialog, click 'Save' and select an appropriate location for the template. Then click ‘Open' to
open the report in Excel. Saving the report first ensures that the Excel file will be opened correctly. If
opened directly, the required support macro's included in the Excel file will not be started.
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When opening the file in Excel, the data is automatically 'refreshed’ with the currently available data.

r ™
|§“ H9-®v-|= ProjectReportxlsm - Microsoft Excel | = | =l ﬂ
“Hnme Insert Page Layout Formulas Data Review View FTB Developer Add-Ins & e =

CD @' ‘ | g AL/
Insert Insert Create Open Refresh Toggle Save as Configure Help About
Chart Pivot Presentation | Keywords Data Keywords Template | Connection
Reporting Template General
A10 - £ | v
[ATB] c D E F H I 2
1 Project: Apollo " |tame | ’ﬂ =
3 Issy(fEmAEET ] FORTES"
Gl S P Nr Description Type Decision Owner Due Date  Remarks
6 2 lier delivery too late for completion |Concern Investigation
7 1 |Fix piping between plants (now leaking) Issue Open 19-9-2013
8
9
o]
1
12
13
14
15 3
16
17
18
a9
20
21
22
23
24
25
26
27
28 | 4
29
30 M
4 4 » M| Report /%] el w1 r [
Ready | P9 | [EEET e ——

Automated issue log in Excel

If you want to add the report as a deliverable in a project, add it as a deliverable. See section adding
documents to products| s,

4.3.2.2 Creating an Excel Report Template

Creating an Excel report template is done by following these steps:

1. Download a basic Excel report template/208)

2. Open the template and insert keywords [2161

3. Extending the report data2:3)

4. Finish the template and make the report template available within the [2#Principal Toolbox

For more advanced topics, see the 'Advanced Topics' chapter.

4.3.2.2.1 Open the basic Excel Report Template

Note: You need to be manager of the programme or project to create and edit report templates.
Within a project, also project support can do this.

To create an Excel report template, log in to the Principal Toolbox application and navigate to the
'level’ on which you want to place an Excel report. For example, when you want to create a project
report, navigate to the project. When a programme report needs to be created, navigate to a
programme where you have access to the automated reports.

On the chosen level, click the Edit button to access the available automated reports. A page as
shown below should appear.
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Automated Reports Close

O Automated reports insert Principal Toolbox data into a Word or Excel merge template. The Principal Toolbox keywords in the template are automatically replaced by
the actual content (data) on generating the report.

Selecta merge template or normal document/ link to upload. Please note that Word merge templates can be based on any document but must be saved in the RTF
format. Excel merge templates must be based on the basic template which contains required macro's. Click on the 'Download Template’ button to download the
template

For a list of keywords, click on the "Keyword List button.

Templates + ﬁ Update Open as Template Download Empty Template Keyword List History
Name Description Revision Published Publisher Merge Template
Projectiist_(7).xls Project list viD 25-Mov-2013  Erik Aalbersberg v
Projectiist_demo_(2)xls Project listing 2 25-Mov-2013  Erik Aalbersberg v

Drag decuments here or click to add
Automated reports page.

On this page, click the 'Download Basic Excel Template' button to download an empty template that
can be used as a start for creating the report template. Instead of starting a new template, an existing
template can be used to modify, if one is available. In this case, click the 'Open template' button on the
Excel template in the list.

Note: Excel reporting is intended for Office 2007+ as of release 6.5. For compatibility with Office
2003 an older version of the Excel template can still be used. Download the old template here
and add it manually to the desired location.

When the Excel template is downloaded, following message is prompted by the browser.

Do you want te open or save Project_Reportw2.xls from asp.fortes.nl? Open Save |~ Cancel »

In this dialog, click 'Save' and select an appropriate location for the template. Then click ‘Open’' to
start configuring the template in Excel. Saving the template first ensures that the Excel file is opened
correctly. If opened directly, the required support macro's included in the Excel file will not be started.

On completion, you should have the Excel file opened on the work station as shown below. When
prompted whether to enable or disable macro's, click to enable macro's (as they are required to use
the template correctly).
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Insert Insert Create Open Refresh Toggle Saveas Configure Help About
Chart Pivot Presentation | Keywords Data Keywords Template Connection
Reporting Template General
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H 4 » M| Reports %2 [ I |
Ready | /3 | |[EEm w0 00—

Empty Excel file
Note that you should now have a special ribbon (PTB):
— |_| NN

Insert Insert Create Open Refresh Toggle Save as Configure Help About
Chart Pivot Presentation | Keywords Data Keywords Template | Connection

Reporting Template General
Excel ribbon

The ribbon provides three sections:

e Reporting, provides options available to templates as well as generated reports like pivoting,
charting and PowerPoint presentation. generation.

o Template, provides functions applicable to building a template: opening available keywords, refresh
data, toggle visibility of keywords in the template and saving the template.

e General, configuration, help and an about dialog.

4.3.2.2.2 Inserting Principal Toolbox Keywords

Keywords are used to define which data will be imported from Principal Toolbox into your report.
These keywords are provided in a context-sensitive list, the keyword reference. This list can be
opened from within your Excel template. Click the 'Merge Keywords' button on the template toolbar to
open a browser window with the available keywords for this template.

A page like the one below should appear. Note that the content of the page may differ per project /
programme.

Note: if the report is to be used on different locations within the application, make sure to only
use generally available keywords. This is mainly the case with the availability of views.
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Keyword List
Fields Wiews

@ Find the keyword for the fields and views to include in the report. Drag these keywords to the appropriate locatiol

Document

Document creation date Document ¢reator (authaor)

Enterprise
Drganisatiun

Program Support Programme Manager Programme Reader

Standard fields

Diescription 1D Name

Keyword list

Click a keyword to copy the information to your clipboard. Then select the appropriate location in the
Excel template where you want to place the related data. To get the keyword in the template, choose
Paste in the Edit menu. Alternatively use the shortcut key CTRL+V.

For example, when clicking the 'name' keyword, the keyword can be inserted in the Excel file on
location B2. Note that when inserting the keyword, the keyword is replaced with the actual data
immediately. During this process, a dialog appears showing the progress of the operation.

Now, insert a view (table of date) in the template by selecting a keyword related to views. In the
example below, the view on open issues is inserted.
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r ™
|§“ H -5 ProjectReportaxlsm - Microsoft Excel | = | = g
anme Insert Page Layout Formulas Data Review View FTB Developer Add-Ins & e = e 23

TR
@ ‘ | Ny AN

Insert Insert Create Open Refresh Toggle Save as Configure Help About
Chart Pivot Presentation | Keywords Data Keywords Template | Connection

Reporting Template General
A0 v £ | =
AB| C D E F G H |

1 Project: Apollo " |tame | FORTES :ﬂ

3 lss

Gl S P Nr Description Type Decision Remarks
6 2 lier delivery too late for completion |Concern Investigation
7

8

9

| ¥

Owner Due Date

1 |Fix piping between plants (now leaking) Issue Open 19-9-2013

30 1l
M 4 » ¥| Report ¥ []4 i _ 20|
Ready | e | |@E 100% (o U+ et

Inserting a keyword

Again, the keyword is immediately replaced with the data. You are now able to change the format of
the table appropriately. E.g., make the column heading bold and have adapted width of the columns.

(T T e LT o L —— MsExcelClient (15) [Compatibility Mode] - Microsoft Excel [E=SEEE=)
Home | Inset  Pagelayout  Formulas  Data Review  View  Addins  Acrobat o @ o2
* .- = 7 Fmm Tx [F]] I AutoSum -
Arial -0 v A A B S Wrap Text General - = |
= L IR L
Paste B 7 U- . e A 5 Merge & Center + .5 <@ 00 | Conditional Format Cell | Insert Delete Format Sort & Find &
7 u-iH# = = EffMerge & center - B % 1 | %8 S Formatting = as Table - Styles~ |~ - - | 20Qear~  Fitter~ Selet~
Clipboard 1 Font o Alignment o Mumber E) Styles Cells Editing
E20 - £ v
A B & D | £ [ F G H J K =
a
| . Programme Issue Log
2
: 3 Name Quality and Organisation projects
i 4
5 lssue Log |Priority |Status  |Nr Description Documen|Type Decision |Owner Product / Plan item Due Date
6 Low Open 8|Slow Intemet connection 0)lssue Open Samuel Davies Pilat Preparation (Work Package) | 23-4-2010
7 Critical | Open 7|Bug found in version 7 0[Off-spec |Assigned |John Edwards Pilot Preparation (Work Package) [ 1-4-2010
8 High |Open 6|Delay in system development 0|Concern |Deferred [Jeroen van Bameveld 17-6-2010
£l High Open 5|Request for change of the page layout 1|RFC Approved |Yung Ji-Lao Pilat Preparation (Work Package) | 30-4-2010
10 High |Open 4|Different page layout 0|RFC No Action | Samuel Davies Updated user documentation 14-2010) |=
11 Low Open 3|Request for more background material 0|RFC Resolved [Richard Hammond  |Requirements report 28-5-2010
12 Critical  |Open 2|Request for roll-out on M. h machines 0]RFC I | Davies 19-4-2010
13 Normal _ |Open 1|test issue 0 Gerard Mesen Highlight Reports
14 Normal  |Open 1)test 0 Gerard Mesen Project Initiation Document
: 15 High Closed 1[The PID does nat include a proper risk analysis 0]Concern Gerard Mesen Project Initiation Document 31-12-2004)
16
: 7
18
19
[ 20] [ ] L
21
22 -
H 4 » M| Report /Data ~ %1 [a] T ] » 1]
Lo EEr =,

Formatting the table

In the example above, the table has been adjusted and additional information inserted (labels, report
title etc.). If necessary, the data can be refreshed by clicking the [Refresh PT Data] button on the
template toolbar.
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4.3.2.2.3 Extending the Report Data

Extending report data allows you to add information to the report data retrieved from the Principal
Toolbox. For instance, adding a calculated column to a table. This can be useful when data has to be
presented different than the default formatting or if the data needs to be post-processed.

The report extension is standard Excel functionality and can be applied as is on single cell data (like
the budget field of a project). However, for tables of data based on views in the Principal Toolbox, it is
more complex. The data coming from Principal Toolbox have a dynamic behaviour. The number of
rows may change in time and / or the location at which the report is used. This behaviour makes
extending the report data (and other advanced options) a bit complex as it has to be configured in
such a manner that it works independently from the number of rows in the table.

To start, it assumes that an appropriate view is created in the Principal Toolbox and is available as a
keyword for use in the Excel template. As a result, a template as shown below could be created.

r M
HH9-&-|= ProjectReportxlsm - Microsoft Excel ‘ = | = Q
Home Insert Page Layout Formulas Data Review View PTE Developer Add-Ins & e o g &

e B - -
N e I e
=T == = iEiE <0 .00 | Conditional Format  Cell L @- Sort & Find &
Pt g BIUCIB- A EEIREE W 0 WA e e shiet+ | [BFomat~ | Q- Fiers seed+
Clipboard 1 Font D Alignment D Number = Styles Cells Editing
15 - £ | -
A _B c D il E F G H | J K e
1 Project: Apollo @. —
3 |Issuelog FORTES"
5 Description Decision Owner Due Date  Remarks
6 2 |Supplier delivery too late for completion  |Concern Investigation
T 1 |Fix piping between plants [now leaking) Issue Open 19-9-2013
8
9
10
11
12
13
14
15 E
16
1w
18
19
20
21
22
23
24
25
26
27
28 L
29
30 ol
W 4 b ¥ | Report %2 4] il ] 0|
Reagy | 3 | [FEom wx O
b =

Extending the report data

To add the calculated impact data, a column heading is added next to the 'Remarks' column. Also, in
the cell below this heading, the following formula is entered:

==IF([@[Due Date]]=""";""";IF([@[Due Date]]<TODAY();TRUE;FALSE))
(adapt the formula as necessary to refer to the correct cells!)

This formula calculates the impact based on the values detected for 'Chance' and 'Severity'. Next,
extend the formula to be applied to all rows and the first empty row below the table of data. See the
picture below.
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Report data extended

The row below the data is considered to be a 'store' of the formulas and formatting to be applied to the
table. When refreshing the data, the formula(s) in the first empty row below the table of data will be
used for all rows (independent of whether there are more or less rows of data).

4.3.2.2.4 Finishing the Excel Report Template

When all the keywords have been inserted into the template and required charts and Pivot tables have
been added, the template can be made available within the Principal Toolbox.

To publish the template for use of reporting, navigate to the appropriate location in Principal Toolbox.
For example, if you would like to use the report on a programme, navigate to that specific programme
dashboard to add the template.

Tip: If you add the template in a model (either a project model or an MSP programme model),
the report becomes available automatically on the projects / MSP programmes that are created
based on the model.

At the appropriate location, access the automated report list ([Edit] button on the list of available
automated reports). See also creating an Excel report template[208),

To upload the merge template in the Principal Toolbox, click + in the Templates header (in the
Edit Automated Reports window). Fill in the following information:
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Description : This will be the title of the report shown on the dashboard
Revision/Doc nr. : Use this to give a version humber to your template
Filename . Locate the XLS-file with the browse button
Internal document link  :  Provide a document ID from a document at another location in the
Principal Toolbox application. The ID can be found in the document
history.

4.4

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

IMPORTANT: Make sure the checkbox 'Document is a merge template' is ticked!

Add a document to the list Download Empty Template Keyword List

@ Selecta merge template or normal document / link to upload. Please note that Word merge templates can be based on any document but must be saved in the
RTF format. Excel merge templates must be based on a template which contains the necessary macro’s: Click on the 'Download Template’ button to download
the template.

Far a list of keywords, click on the "Keyword List' button.

Add a document/link

Description:
Revision/Doc Nr.:
——
(® Filename: Bestand kiszen | Geen bestand gekozen (rif xlt xitm xls xlsm)
Merge Template: 1#] Add this document as & merge template
(' Internal Document Link: Provide a document 1D from a document at ancther loc ation in this

application. This ID can be found in the document history.

OK Cancel
Adding a Excel Report Template

Click ‘OK’ to add the merge template to the Principal Toolbox. The document has now been made
available as an Automated Report and it can be found on the dashboard in the list Automated Reports.

To generate the Automated Report click the template name and it will open in a new window. After
completion, the template can be used as a report within the project / programme etc. See using the

Excel report]/207.
Widgets

Widgets can present data directly, without having to run a report or opening a view. Widgets are easy
to configure and refresh the data automatically. Widgets can be used for reports, but can also support
specific processes and can be developed specifically for customers.

FORTES® - romimssmen -+ corsin B Robvntootsngs - Fep - Seup

Programme: Collaboration

Dashboard  Properties ~  Gantt & Dependencies  Documents & Knowledge ~ Models  Archive

S Pie Chart

Programme Risk Rate @ Feer  Coobue  BarChart @ e

(@ ssuelog 1 smus Green

@ Riskiog

\ 1
(@ oaiy/Actoniog / | v

/.
[

N

g ;
7
“ .

Products / Pian tems ot Rk rate &

1l: Automated Reports 7

Countprojects

il. Reports
Programmes /Projectlists

Projects

Widgets on a portfolio dashboard

Widgets are available on several places in the Principal Toolbox. They will not be displayed
automatically.
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Enable widgets:

1. Click on Edit Widgets to make widgets available on your screen.
2. Use the ‘v to display the widgets.

3. Select the number of widgets that should be displayed.

4. Select the type and confirm with OK.

Edit Widget Layout

Show widgets [+

Widget layout | 1 | | 1 | P | o‘ 1 | 2 | 3 ‘
Widget column 1 Gauge -

Widget column 2 Bar Chart -

Widget column 3 Pig Chart -

Ok Cancel

Edit the widget lay-out

Widgets will now be displayed on the page. Once displayed, almost all widgets have three common

buttons:

Allows to configure the widget. Configuration varies per

widget. Configure
Allows to filter the set of objects that the filter includes in its Filter
representation.

Allows to create an image of the current displayed widget. Ea

The image can be used to include in your report.

Different widgets exist for different locations:

Widget

Risk matrix
Risk Matrix

Chance
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Burn-down chart

Burn-down Configure
Burn-down = Burn-up
50
| Flanned

75 =

45 —

Holirs

[}
01 -07-2001-06~2002-03-200%-10-2082-11-2008-12-2082-01-2083-02-201
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PRINCE2 process diagram

Project initiation Project start-up Execution stage Project closure

Mznaging Product
Delivery

@ Project Board ® Project Manager @ Team Members
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Timeline chart
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Scatter plot
Scatter Plot
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Pie Chart Eal Filter Configure

Il Green

Il Crange
Total Count projects: 20
Resource utilisation
Resource Utilisation Widget al Configure
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Personal hours

Hour Report
Start: 31-Julk1995 Horizon: | 1m | 3m | 6m | 12m | Scale: months - [
Mo data available
Project = Product 01 31-12 02 07-01
Request Allocation Planned Actual Request Allocation Planned
=l Project
Product
Treemap
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Bullet Chart

Bullet Chart Conficure

475, 0 k|
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Customisation (Image and Text)

Image and Text widget SeaTie

FORTES®
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4.5

Mobile Reporting

As of release 7.0 it is possible to use Mobile Reporting using the Fortes app.
They allow for managers and other stakeholders to always have the appropriate reports at hand.

Mobile reporting is all about providing the opportunity to create interactive reports, within a portfolio,

towards stakeholders.
For the reports to work the user must be online and have access to the Principal Toolbox.
The application only need to be configured once, further authentication happens automatically.

The reports available through the application are created in the Principal Toolbox and can then be
send for notification to different stakeholders.
These reports can be created by navigating to the appropriate portfolio, tab 'Dashboard Report'.

-
FORTES w ﬂ Portfoliomanagement test Search @ Gideon Teerenstra Help Setup

Customise Report Notify Stakeholders ~ §3

Dashboard Properties ~ Financials Portfolio Gantt Documents Dashbeard Report Archive

Empty Dashboard Report

On the Dashboard Report tab you can create your own report made up out of widgets.

To start creating the report click Customise Report and click to add a widget.

Configure the widgets in the usual way.
For more information on widgets click here 215,
After configuring the widgets it is possible to freely relocate and resize them.
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Example of a custom Dashboard Report

To notify the stakeholders, save the report and click

akeholders

and select the

stakeholders that you want to notify.

Motify Stakeholders

Mame:
Remarks:

Last sent on

Recipients

Q Available Users

test
This is a special report just for youl

Q Selected Recipients

Gideon Teerenstra

Add =+

+ Remove

Motify Stakeholders Cancel

SIMPLY FORTES.




Principal Toolbox 7.5 Reporting 231

Notification selection screen

The notified stakeholder can now view the report on his own device through the application.
The Dashboard Report in the iOS application

Note that the reports are dynamic and you can set filters (for example at the gauge widget) to any
desired value.
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5.1

System Administrator: Configuration & Settings

The administrator can simply control the Principal Toolbox via the '‘Configuration' and the 'Settings'. In
order to access the 'Configuration' you need to click Setup in the dark blue header of the Principal
Toolbox application and select Configuration. To access the 'Settings' you need to click Setup in the

dark blue header of the Principal Toolbox and select Settings. These functions are initially only
available to users with administrator rights.

o
.
FaRTEs fp A > Noiification Search @ MyAdmin Administrator Help Setup :y “ Search @ Myadmin Admir

Options * =  Principal Toolbox

Settings

Options 4 = License key and updates

& Principal Toolbox Customize the following setings by ciicking on the edit button B License key and updates. 9
MS Project file export (MPX) To save any changes, click 'OK or click ‘Cancel to retum to the current settings. Request license key
Ciassic Project Migration Request addtonal user loenses 0 R s
ifat Renew expred icense key F , E
Nofifications i
‘Conversions. Settings Enter license key
Manage Hour Rates ware
Curtencies

Module versions
Resource Calegories

Setting Value - Principal Toolbox 7.000 30-Apr-2014 (build 6887)
Financial Categories System Settings
Manage Resources Use of PRINCE2 roles @ Fulsetof Roles  (Custom)
Manage Skils Allow programme managers and o No Heensecto werero
Time Entry prog! o ° License valid until 31-Dec-2014
Manage enries Display all lessons leamed al Enterprise level @ Yes (Custom) aximom number of vsere 1000 (171 v525)
Manage Non-project Actvty Sets Enable custom dashboards @ No
Resource Allacation

System status. Running
Customize fields Projects can be started from within portfolios only

Approval entres Only expand active and next stage @

Advanced Configuration e -Requestlicense key
Activate product selectorin logs @ Yes
Documents tab on Single Sheet Projects @ No -Requestadditional user licenses
Resource Allocation tab on Single Sheet Projects @ No _Renew expired license key
Use new issue kog @ No

-Enter license key

- MS Project file export (MPX) -Update software

- Copyright information

Configuration page Settings page

On the Configuration page you can find several functional configuration options, such as non-project
activities and custom fields.

On the Settings page you can set technical settings related to the system such as mail server etc.

Configuration

On the Configuration page you can find several configuration options, such as non-project activities

and custom fields. On the left hand side of the page you see a list with subjects that point to the
different setup pages.

We will review the most important subjects in this section:
- Principal Toolbox settings /235

- Email notification 2331

- Creating non-product activity sets/2sh

- Defining custom fields/237
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5.1.1 Principal Toolbox

Note: this section is only relevant to system administrators.

This is an overview of the advanced system settings. Normally spoken these do not need to be
changed. Some of these settings will only be shown when add-on's are activated.

Page | Link | Setting | Standard value | Remarks
Principal Toolbox
Only expand active and No
next stage
Activate product selector in | Yes
logs
Use of PRINCE2™ roles No If the full PRINCEZ2 organisation is used within the
organisation, select 'Yes'.
MS Project file As soon as possible As soon as possible | If progress of project is to be monitored in MS Project
export constraint change this to 'Yes'
Must finish on constraint Must finish on To change to a NL version of MS Project:
“ Moet eindigen op "
Must start on constraint Must start on To change to a NL version of MS Project
“ Moet starten op ”
MS Project integration (add-on)
Edit project progress in Principal Toolbox If progress of project is to be monitored in MS Project
change this to 'Microsoft Project’
Add-in installer Show installer step Yes Should the installer step be shown? If not, change to ‘No*
Show download option Yes Should the add-in installer download step be shown? If
not, change to 'No'
Customer installer Needs to be changed when a specific customer
instruction text instruction is needed here.
Time entry (add-on)
Manage time Click 'New' to create new time sheets or select a specific
sheets time sheet and click 'Remove' to delete.
Cost entry (add-on)
Manage cost Select a Cost entry and click 'Remove' to delete cost
entries entries which are not approved.

5.1.2 Email notification

Email notification on log items, time sheets, approvals etc. sends an email automatically when
something becomes overdue.
Most of the notification are turned off by default.

Modify e-mail notification settings
1. Go to Setup > Configuration > Notifications
1. Click on Edit to modify the notification settings
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9
m ﬁ Notification Search - Ad Supley Help Setup
Configuration =
Options L - Notification Settings Edit
Principal Toolbox Name + Description Value
Classic Project Migration
Notifications Approval Deadline Overdue Maotify the approver of a passed approval deadline. |:|
Conversions Action Deadline Overdue Motify the action cwner in case of an overdue deadline. |:|
Manage Hour Rates
Currencies Time sheet Deadline Overdue Motify the owner of a time sheet of an overdue deadline. |:|

Resource Categories
Financial Categories
Manage Resources
Manage Skills
Time Entry
Settings
Exclusions for PM-approval
Manage time sheets
Manage entries
Manage Mon-project Activity Sets
Resource Allocation
Customize fields
Approval entries
Advanced Configuration

o

[+

[+

Email notification settings
5.1.3 Creating non-project activities

Specify non-project activity sets for activities that are done outside projects. This can be productive
hours, like service management, meetings, general, etc. You can also add a category for non-
productive hours, like sickness, holidays, special leave etc.

Different sets can be defined if different departments use different categories or have different non-
project activities. It is also possible to have multiple non-project activity sets active for one group. So
you could define one set for the entire organisation (e.g. with the categories sickness, leave), and a
separate set for each department with department specific activities.

Creating non-project activity sets
1. In the dark blue bar in the top, click ‘Setup' and navigate to '‘Configuration'.

2. On the left side of the screen you will find 'Configuration’, click '"Manage Non-project Activity Sets'.

3. Click on New in the section 'Non-project activity sets' to create a Non-project Activity Set.

.
FUBTES!“ A Gow Search @ Robvan Noortsingel Help Setup
Configuration
Options # =  Manage Non-project Activity Sets

Non-Project Activity Sets W AiNon-Proest Act

Name + Objective Hours Budget Hours Actual Costs Budget Costs Actual
NPAs Fortes 000 w00 000 )
NP for Aloc Management 000 000 000 000
000 000 000 000
00 000 00 000
NP van het Proect 000 000 000 000
Management Ofice

fiquration

Non-project activity sets on the 'Setup' page
3. Then fill in the following information:

Name : Name of the non-project activity set.
Objective : Objective of the non-project activity set.
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4. Click OK to create the non-project activity set.

5. When the non-project activity set is stored, it will appear in the listing of 'Non-project activity sets'.
Now click the created set to add the non-project activities to the set.

Edit Categories and Activities

6. Click
up.

to add categories and activities, or to change the current set-

7. In the window that has been opened, you can create new items with drag and drop.

a. First add a new category. Drag New category into the lower part of the window as shown below.

Edit Non Project Activities Save Cancel

@ Drag new categories and activities to the list below. Activities
are to be placed within a category. Rename categories and
activities by double clicking the item.

New category m
MNew activity

Management

lanagement

b. In the pop-up, add a name for the category.
c. Then, drag new activity into the category, as shown below.
d. Give a name to the new activity.

Note: Activities can only be placed inside categories, so you'll need to define at least one
category.

e. Add new categories and activities to get your set complete. Below you find an example of
categories with activities.
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Edit Non Project Activities

@ Drag new categories and activities to the list below. Activities
are to be placed within a category. Rename categories and
activities by double clicking the item.

New category m
Mew activity

Management

Management

Other activities

Educ ation

Click Save to save the set. Close the window to go back to the time entry pages.

SIMPLY FORTES.




Principal Toolbox 7.5

System Administrator: Configuration & Settings 237

5.1.4

Defining custom fields

Within organisations there often is a need to define custom fields such as, for example; project costs,
SAP numbers and project codes or there is the need to have extra fields on, for example the logs, the
product page or a programme level. With the Principal Toolbox you are able to define these fields.

These fields can be used for defining custom views and reports.

1. Go to the Configuration page by clicking on Setup and Configuration.

2. Click the link Customize fields. Then you select the item where you want to add a custom field.
You can define custom fields on:

Action Allocations Benefit Change Cost/Hour
Entry
Issue Lessons Resource | Programme/Project Projects
learned list/Enterprise
Resource Pool | Quality Risk Product/ Work package/ Stage Portfolios
Overview
Entry

3. Click the specific item to define a custom field. Click + to define a custom field.

sg ﬁ‘ Go to

Search (@] Reb van Noortsingel Help Setup

Benefit Custom8

Edit custom field
Available for use: |

Name:

Order Number:

Category:

Abbreviated name:
Description:
Visibility:

Editable:

Type:

Width (in pixels):

Default value

Advanced >>

oK OK and New Cancel

Defining a custom field

The field name should only contain alphanumeric characters, spaces and/or the following special characters: [Jf ) _-+:. &
Custom 8

The order number is used to sort figlds (within their categories) on detai pages.

o

Enter a new category name:

Or choose an existing Category: |~ ¥

The abbreviated name is the used field name when categories are displayed

Custom 8

¥/ Show on property pages.

|#) \When checked field is editable by owner else it is read-only

String (free text entry, max 255 character length) -
80

4. An new window will open where you need to fill in the following data:
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Available for use : Highlight to make the field available on the pages.
Field name : Name of the custom field.
Field description . Description of the field.
Editable : Highlight to make the field editable.
Field type . Select the type of the custom field.
Field width : Width of the field on the screen.
Field default value :  Default value of the field.

5.2

5.2.1

5. There are some different field types available for the custom field. We will explain them shortly:

String : Text field with max. 255 characters.

Memo : Text field with unlimited characters.

Number : Number field with no decimal accuracy (for example 2342).
Double : Number with single decimal accuracy (for example 3,5).
Currency : Number with two decimal accuracy (for example 3,45).
Date : Date field

Checkbox : A basic checkbox.

Pick list (single) : From the pick list only one can be selected.

Pick list(multi) : From the pick list multiple values can be selected.

Person (single) : From the pick list only one person can be selected

Person (multi) : From the pick list multiple persons can be selected

Image (single)* : From the pick list only one can be selected. The value is shown by an

image rather than text.

When selecting a pick list, a new data field will appear named ‘Pick lists values’ where you can
specify the different values.

6. Then click OK and the field will be available at the specific page.
Default the Principal Toolbox is configured with ten custom fields for each item. If

you need extra custom fields these can be created with the Add custom fields
button

+

Remember: To reset an existing custom field go to the edit page of the custom field -> Click Edit'->
Click Advanced and then hit the Reset button. When you are sure you want to reset the field click OK.

All values inserted by users will be deleted from the system and can not be retrieved !

* Image fields are available as of release 6.1

Settings

In the middle of the 'Settings page' you can see the information of your current license. Underneath are
options to alter the license key and the version type. On the left hand side of the page you see a list
with subjects that point to the different settings pages.

We will review the most important subjects in this section:
— obtaining the license key and carrying out updates|2s5
— management of users|245

Licenses

Under the heading License key on the Settings page you come across a number of options:

- Request license key /2357,

- Request additional user licenses /238,
- Renew expired license key|239;

- Enter license key |2401;
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5211

521.2

5.2.1.3

Applying for a license key

If you have carried out the installation yourself and then arrived at the 'Settings' page it is necessary to
request for a license key at Fortes Solutions.

1. Go to the 'Settings' page.
2. Click the link Request license key.

3. Fill in the following information:

Customer Name : Company name
Purchase order . Code received in letter sent.
Machine ID . Filled in automatically.

4. By clicking the key Create e-mail a message or mail is made which you will need to send. Within
one work day you will receive a license key from Fortes Solutions.

Request for additional user licenses

The license you received is based on the number of users named in the Principal Toolbox. If you have
reached the maximum number of user licenses you cannot make any new users. With the option *
Request additional user licenses’ you are able to increase the number of existing licenses.

1. Go to the 'Settings' page.

2. Click the link Request additional user licenses.

3. Fill in the following information :

Purchase order :  Code received in the post or if your first request for more licenses you
can fill in unknown or *-".
New User Limit :  Here you can fill in the number of users that you really need.

4. By clicking the key Create e-mail a mail is then made which you are required to send. As soon as
the extra licenses are approved you will receive a new license key from Fortes Solutions.

Renewal of an outdated license key

If your license has expired you can request a new license using this option.
1. Go to the 'Settings' page.

2. Click the link Renew expired license key.

3. Fill in the following information:

Purchase order : Code received in the post or if your first request for more licenses you
can fill in unknown or ‘-,

4. By clicking the Create e-mail key a mail will be made that you will need to send. Within one working
day you will receive a new license key from Fortes Solutions.

SIMPLY FORTES.




Principal Toolbox 7.5 System Administrator: Configuration & Settings 240

5.2.1.4 Setting up the license key

5.2.2

After making a request for a license key in one of the ways shown above you will receive the
necessary information by e-mail. This license key then needs to be activated in the Principal Toolbox.

1. Go to the 'Settings' page.
2. Click the link Enter License key.
3. Fill in the following information:

Name : Name of the organisation; Fill in the exact name as written in the e-mail.
Key . The license key from the e-mail.

4. Then click OK whereupon the license key will be activated. You will be required to restart system in
which the Principal Toolbox runs, once again.

In some cases the Principal Toolbox will give an alert on the license page (main page of the Settings),

ignore this alert and start up the system once more. If the alert continues then check again whether all
information is filled in correctly.

User administration

Control of users of the Principal Toolbox runs via de Settings page. Using the link User
Administration you are able to control the existing users and to add new users.

1. Hover over 'Settings'.

2. Click the link User Administration. A list of all users of the Principal Toolbox will appear.
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3. Further click + in order to add a new user. Add User Account
4. g'rllle screen Add person appears, fill in the © + |ndic ates required fiskd.
ollowing data: User Details

First Name: L
Initials: L
Last Name: * L
Email: * L
User Hame: * L
Access
Role: Mormal User
Login Disabled: I
Email
Send account details and ||
password in two separate
emails:
Remarks:

Initials : Initials of the user.

Lastname : Surname of the user.

Email : Users email.

Hour rate : Hour rate (optional). This hour rate is used in the add-on hours

registration.
Username :  User name
External (add-on) :Highlight if the user is an external supplier in the project. By doing this
only the allocated products, issues, etc. are visible.
System Role : Normal User or Administrator. The administrator role has logically all

rights. A normal user, has only the rights that are allowed depending
on his/her permissions within the programmes and projects.

Remarks : User specific remarks to send within the e-mail.

5. Click OK in order to make a user in the system.
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An email will be generated based on [~ 475~ e O e -

this information. When there is no - e | AR : ——
i , : o 8 & § =t [ 3

mail server configured in the Principal £ | rgass s g aton sanae L 1o oo

Toolbox or there is no email address i o zom

filled in during the creation of the new | ., ™ l }

account, you are able to fill the email | ™ ... [ \

with the relevant information and then ||| ..., s roboruser =l

send this further to the user by elow s th (upated) mformation fo your Prinopal Toolox acount. Please ik on th Ik belo 0 aces che applcton snduse he |

yourself. Otherwise the Principal e s pessord o og.

Toolbox will generate the email

automatically and send this to the et - o

users email addressl (To change your password, navigate to your 'Home Page' > "My Details' and click 'Change Password')

< hitps://demos princy i

In order to delete users or to change
the current information you go to the
User Administration page and by
using the Edit and Remove buttons
you are able to alter or remove I .
information about a user.

As of release 6.5, the Principal Toolbox allows for user groups 2431 as well.
5.2.2.1 Person details

Besides the basic information for the user login there is an option to add detailed information per
user/resource.

1. Go to the 'Settings' page.
2. Click the link User Administration. A list of all users of the Principal Toolbox will appear.
3. Click a specific user/resource to add the detailed information.

4. Now click Edit to insert the following information:

Company : Name of the company.

Address : Address of the company.
ZiP/Postal Code : ZIP/Postal Code.

City :  City where the office is located.
Country : Country where the office is located.
Phone :  Office phone number.

Phone (home) :  Private home phone number.
Fax : Fax number.

Mobile :  Mobile phone number.

Birthdate . Date of birth.

Gender : Male or female.

Remarks :Any remarks.

Calendar : Calendars applicable to the user
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Person details Save Cancel

First Name: Erik User Name: Erik

Initials: E Password last changed on: 18-Feb-2011

Last Name: Aalbersberg Administrator: |

Email: .aalbersberg@fortes.nl External:

Login Disabled: (] Default Hour Rate: - -
Company:

Address:

ZIP/Postal Code:

City:

Country:

Phone:

Phone (home):

Mobile:

Fax:

Birthdate:

Gender: - -

Remarks:

Person details

5.2.2.2 User Groups

User groups can be created to make user administration within the Principal Toolbox easier. As an
example, consider a department where all department users need permission to view projects within a
work area (programme). By defining a user group and adding the appropriate members, only the user
group needs to be added to the work area to allow all members within the user group to view the
projects within this work area.

To add and/or modify user groups, navigate to the user administration|2461 and click the 'Groups' tab.

New User Group

Name: |

Description: |

Create user group

Once a group is created, users can be added to the group.
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/‘ Close
Name; Fortes
Description: Al Fortes Employees
Group Members Add / Remove
Name Email Remarks
Ad Supley support@fortes.nl
Albert Swank a.swank @fortes.nl
Berend Tel b.tel@fortes.nl
Erik Aalbersberg e.aalbersberg@fortes.nl
Ruud Peltzer ruud@fortes.nl
Sander Mijenhuis s.nijgnhuis @fortes.nl

Add and remove users to a group

Once users have been assigned, user groups can be set to the membership at various locations in the
application, for example the members of a programme or portfolio. Groups are shown in blue and have
the text '(User group)' added to their name.

Edit members for Portfoliomanagement

Select Members

Portfolio Management Managers Available users
Albert Swank - . Q
Henk Daniél o Ad Supley N
Mirmal Singh Remove -= All Partners ]
- Ashfague Chowdhury

. Berend Tel
Portfolio Management Readers Bjorn Grob
Erik Azlbersberg - < Add Bram de “uyst
Etienns Krame o Cindy van Kerkwijk
Kewvin Cottrell R Daniglle van Roocijen
Liza Marie van Esch - snvE = Dwoug Gore

. Eduard van Zeeland
Portfolio Management Members Edwin Koose L
All Customers - Fortes (User group)
Bob Hotho Henny “Yans
Dick Kriets John Mitc hell
Gabor \is van Heemst e Jon 1.ﬂ..'r.|g ht
Hans Spread JDF.I Zwart
Jan-Willem Boots Remove -=  |Juliette van Duf
Johan Steurvis Marco Em'"k
Judith Remkes - Margot Tilma

Mark Edwards -

OK Cancel

Edit members with groups

Note: In release 6.5 it is not yet possible to assign a user group to a time entry group or
resource pool.

once a user group is set, users of the group inherit the permissions that the user group itself is set to.
For example, users now have reading permission on the programme that are set to in the example
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above.
5.2.2.3 Advanced options

The administrator has rights to modify advanced options for the login policy. There are several security
settings possible for the password.

Go to the Settings page and navigate to System settings > User login settings

"
FORTES® 4 s B roovntoon  rep e Sew

p

User login settings

These settings can be changed:

Password expiry time in days : This is the time (in days) a password is valid. After this
date the user has to enter a new password. (‘0" is no
expiry)

Maximum incorrect attempts : Number of login attempts before a user account is
locked. (‘0" is infinite)

Lockout duration : Number of minutes a user account stays locked. (‘0" is
infinite, the administrator can reset a locked account.)

Minimal password length : The number of characters a password should consist of.

Mix upper en lower case letters : Enforce the user of both upper and lower case letters.

Use special symbols in passwords : Enforce the use of symbols (non alphanumeric) in each
password, like @, &

User numbers in passwords : Enforce the use of numbers in a password.

The administrator is able to reset an account. When an account is reset a new password is created by
the system.
Go the User Administration and open the account to reset.

Email: p.colei@fortes.nl
User Name: * Peter
Reset Password: D

Password reset
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5.2.3 System Settings
Note: this section is only relevant to system administrators.
This is an overview of the advanced system settings. Normally spoken these do not need to be
changed. Some of these settings will only be shown when add-on's are activated.
Page | Link | Setting | Standard value | Remarks
System settings
Document storage location | Location chosen All documents within the Principal Toolbox are saved and
during installation coded here
Default system locale English Default language settings for the all users. Users can a
personal language if setting ‘Personal locale' is set to yes
First week of the year Week that contains | Configure week numbering.
a minimum of 4 days
in January (1ISO)
Personal locale No Users can a personal language if setting 'Personal locale'
is set to yes.
Link to Document -empty- Specify a URL to a external location which is used to add
Management System a external document link.
Application location -default value- Only change when problems.
Garbage collector Yes By normal use, keep the standard values.
Debug No By normal use, keep the standard values.
Max file size 90 Mb By normal use, keep the standard values.
Person display name Lastname, initials Modify if necessary
URL prefix static files -default value-
Number of currency 2 Number of displayed decimals for all currency values.
decimals
User Login Login type Basic Change if one works with IIS.
settings
Multiple domains No
More settings:
See User adminisration >
Advanced options 24}
Mail SMTP Server Specify the SMTP server for sending email
System address from-address used for emails automatically sent by
Principal Toolbox, for example notifications.
Fixed from-address Fill in a fixed from address which is used instead of the
users email address when sending email from Principal
Toolbox
Fixed reply-to address only specify when all mails sent should be replied to one
email address
LDAP settings all settings and field mappings for LDAP synchronisation.
Contact support@fortes.nl for more information about
LDAP synchronisation and Single-sign-on options
5.2.4 Updating the software

Implementing updates and the installing of new releases of the Principal Toolbox is done via the *
Settings’ screen. You will receive a file in the form of a .jar or .sql file from Fortes Solutions in order to
implement an update or to be able to install a new release.
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5.3

Remember: Before starting the update we recommend to backup the database and application. Users
should be informed of the update and should not be working on the system during the update.

1. Go to the 'Settings' page.

2. Click the link Update software.

3. Now click Start update procedure.

4. Log out all active users and click Proceed with step 2.

5. Wait while storing the unsaved data and select the checkbox in front of Check when backup of
database has been performed.

6. Click the button Proceed with step 3.

7. Locate the appropriate file (.jar file or .sql file) using the Browse key.

8. Click the Proceed with step 4 key in order to carry out the update.

9. After completion of the update, the update procedure restarts the Principal Toolbox application.

10.After the restart, log in as administrator and wait for update processes and the sanity check to
finish. This can take time depending on the update and the size of the database.

11.The system is ready for use after completion of the update processes and the sanity check.

When problems or fault announcements arise please contact Fortes Solutions: support@fortes.nl.

Classic Project Migration

As of release 6.5, classic PRINCE2 projects| s41can be migrated to generic PRINCE2 projects 115, By
default, this option is not activated as it requires configuration by your administrator before migrations
can be performed.

The generic project planning provides flexible planning support and improved usability that allows for
activity planning, multiple breakdowns, integrated cost/hour planning etc. However, some functionality
is deprecated in the new planning that is available in the classic planning:

¢ The classic plan tab is no longer available, this is now integrated in the planning

e Unused work packages are no longer maintained separately

¢ Microsoft Project export/add-in is no longer available

e Classic cost/hour administration is replaced entirely

Note: Once migrated, projects cannot be migrated back. Therefore, this option should be used
with great care as certain information might be lost (see below) and functionality changes
significantly within the project.

Note: If possible, it is advised to finish the project rather than migrate the project to the generic
PRINCE2 planning.

Note: Verify custom calculations on products and projects to be compatible with the new
planning before migrating projects.

The general approach to enable project migration is as follows:
1. Configure project migration at Setup > Configuration > Classic Project Migration
2. After activation, migrate the original classic project model(s)
3. After migrating the original model, migrate classic projects based on this (these) model(s)

1. Configure project migration
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At Setup > Configuration > Classic Project Migration the project migration can be configured and
activated (after configuration).

-
FORTES® & o B et b S
Configuration

Options Ho= Migration of classic PRINCE2 projects to new planning 7/

Principal Toobox

provides flexible planning support and improved usabiy that alows for activty planning. planning etc. However, is deprecates = avatable inthe clessic planning:

ing 35 they are rarey used or repiaced by new functionalty. Plesse select what to 6o wit the content of these fiekds. Eher choose fo copy.
ot used, any ieds wil be kst afer the migraton.

Py Planned Actual Status.

Migration of classic project planning

Initially, the migration option is disabled and cannot be activated unless some decisions are taken for
the following information:

¢ classic draft and check milestones

¢ classic reviewer role

¢ pre-select option for time sheets:

1 For time entry, a general approach is available to select products / plan items to appear on time sheets, see time entry configuration with planning
filters [128Y where support for activity planning is 'Yes'.

For each of these it must be decided whether the information is no longer used or copied to custom
fields. These custom fields need to be created before selecting at this configuration. Once this has
been configured, the migration can be activated, see below.

.
FDHTES:” A cow Search @ Robvan Noortsingel Help Setup
Configuration
Options Migration of classic PRINCE2 projects to new planning e Concel

planning etc. However, e avatatie inthe classic plannig:

Aomigrat

Migrate fiekds
Not all feids are avaiable within the new planning as they are rarel used of replac e by new functionalty. Please select what to do withthe content of these flelds. Exher choose to copy
the content and not used, any ilds wibe kot afer the migraton

No decision Notused Copy Planned Actual Status.
Drat © a[s os -
iy Sets Checked © - .- -

Migrat fie
Offer migration option: -
Migration can be done by:  cminisi -

Administrator
Administrator of manager

Activating migration

The migration option needs to be set to 'Yes' to activate the migration at project models (and projects).
Also, it can be set whether administrators and/or project managers can perform the migration. By
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default this is set to administrators only.

2. Migration at the project model
Once activated, the migration option is shown on project models.

Note: Migration is not available at projects itself until the project model that the projects are
based on has been migrated!

The header of the project model now shows a 'Migrate' button in amber. For users allowed to perform
the migration, a click will bring up the dialog shown below. If the user clicks 'Migrate', the project model
is migrated.
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FORTEsm ﬁ Projectmanagement Old Project Model

Project Model: Old Project Model

Dashboard Properties Product Breakdown Plan Resource Management - Documents

PRINCIPAL . DN | (st s

:= Logs
[1] Issue log
[R] Risklog Q

[a] Quality review log

Managing Project
Delivery

Change log
Products

[&] Daily / Action log
IE] Project start-up
Lessons learned log

[M] Minutes of meetings :
Project Mandate

Project Brief
A
II' Automated REFDI"L‘S j Initiation Stage Plan

Initiation Stage Authorisation

Highlight Report Compact

End Stage Report (2} Project initiation

Next Stage Plan

Initial Business Case
Project Initistion Do ument o .
Project Inttiation Document (P1D)
Mext stage plan
Project Authorisation

Migrate project model to generic project planning

After migrating the project model, the same option appears at the related projects as well. The
outcome of the migration would then look like this:
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6

6.1

FORTES® # oo

Old Project Model

Project Model: Old Project Model

Dashboard  Properties

PRINC/PAL
TOO0LBOX

Product Breakdown  Planning  Resource Management - Documents  Report

Project start-up Project niation

©  Robvan Noortsingel Help Setup

EditMembers  Configuration

Executonstage 1 || Executionstage2  Project closure

iE Logs sunng b
[@ issuelog
[ Riskiog X

[ Cualty reviewlog

Project | boundares |

ol o Product Checklist

owner StrtPlamed | FinolParned  Percerts | War2015
25 . 2
[ Daiy /Actoniog

Les:

-+ 01d Project Model o%
o%
o%
o%
o%
o%
o%
o%
nt (PID) o%
o%
o%
o%
o%
o%
o%
o%
o%
o%
o%
. o%

Execution stage 2 o%
- Work Package 2 o%
P o%

o%
o%
o%
o%
o%
o%
o%
o%
Project closure o%

s leamed log

[ Minutes ofmeetings

iZ Order Administration

[ orers

il Automated Reports 7/

0 Hinight Report Compact
[ o sioge reprt

[ tectstogePon

[ P —

Troubleshooting and Solutions

Troubleshooting

Login

yansany fnse
S |
:
arsgng s
s

@ Project Board ® Project Manager ® Team Members

N

Internet Explorer window stays blanc or Principal Toolbox logo
hangs after login.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Allow META REFRESH to enabled.

Single Sign On is enabled, but Internet Explorer ask user
credentials when opening the Principal Toolbox.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the User
Authentication section, check the setting Logon and adjust to
the significant value.

Can't login into the application because the login button doesn't
work at all.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Automated reports and document downloading and uploading

Automated reports and documents can't be downloaded.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set File download to enabled.

Keywords for automatic reports won't be copied to the clipboard.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Allow Programmatic clipboard access to enabled.

There are noPrincipal Toolbox reporting toolbars in the Excel
template available.

Make sure you have saved the file before opening. On the Tools
menu, click Macro > Security. When the Security dialog is
opened, click the tab Security Level and set the security level to
Medium. Re-open the Excel template. Excel should ask to
accept to run macros.

Nothing happens when the Save list as RTF button is clicked

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set File download to enabled.

Edit Project Plan

Drag and drop in Edit Project Plan window won't work.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Internet Explorer blocks a pop-up after adding the first product on
the Edit project plan page.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Use Pop-up Blocker to disabled (make sure there
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Solution

are no other Pop-up blockers active).

The Edit Project Plan window hangs while message "Processing
please wait" is displayed.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the ActiveX controls
and plug-ins section, set Script ActiveX controls marked safe
for scripting to enabled (make sure there is no other script
blocking software active).

Gantt chart editing

Can't drag bars in edit Gantt dialog.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Miscellaneous

Internet Explorer reports Script errors on different pages.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the ActiveX controls
and plug-ins section, set Initialize and script ActiveX controls
not marked as safe for scripting enabled

Links to projects and programmes on the homepage doesn't
work.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Pack Project Offline window hangs while message "Processing
please wait" is displayed.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set Automatic prompting for file downloads to
enabled.

No pop-up windows are opening while clicking links.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Use Pop-up Blocker to disabled (make sure there
are no other Pop-up blockers active).

Can't download the MS Project Client add-in.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Launching applications and unsafe files to
enabled.

Functions in drop down menus won't work.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.
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Generic models 124
Global view 23
Graphical 72
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Hardware requirements 8
Hide column names 23
Home page 11

Hour rate 240
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Import views 25

Initial 80

Internet explorer settings 9
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Portfolio management 34
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Search 27
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